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INSERTING 
& MAILING MACHINE 


Whether you mail 500,000 or 5,000 pieces a month, you can save 
80% of your costs with precision engineered Inserting & Mailing 
Machine. In continuous sequence, without human intervention, it 
gathers up to 8 enclosures, stuffs them into envelopes, moistens and 
seals flaps, seals, meters postage or prints indicia, counts and stacks 
from 3,500 to 4,500 pieces per hour. It’s all done by one operator! 
Acclaimed for accuracy through 25 years of business use. 


Read how a small mailer saved with 
automation in mailing. Write for case history. 


INSERTING AND MAILING MACHINE CO. 


PHILLIPSBURG, NEW JERSEY 


————————— Eiciarieneaginaninee — $< $< - 
GATHERS ENCLOSURES INSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA COUNTS & STACKS 











INSERTING AND MAILING MACHINE CO., Phillipsburg, New Jersey 0-6 
] Send ''How Small Can a Mailer Be?" [] Arrange a demonstration. 
We mail M per 
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AN INTEGRATED SYSTEM «+ EASIEST TO INSTALL 


Just press one of the buttons and instantly a horn, bell or 
chime sends out a coded signal—the message for someone 
in another office or part of the building to pick up the 
nearest phone. Wheelock Code Call is the self-contained 
paging system that is easiest to install. And it is priced 
right. So enjoy the advantages of the intra-plant paging 
system considered most efficient by thousands of satisfied 
users. One of our representatives will be glad to show 
you how easy it is to install a CODE CALL on your 
premises. Write now. 





3-Round Call 
or Repeat 
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WRITE FOR 
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Playscript Procedure Writing 


LESLIE H. MATTHIES 


Supervisor of Engineering Systems and Procedures. 
Northrop Aircratt, Inc., Hawthorne, Calif. 


PROCEDURE is a written aceount verbiage. Some procedure words (thos« 
A ot the steps that people take to get that don’t explain the action) are verbal 
a job done, Notice we said “people,” — brush. Some of them are opinion, some 
not “person ”’ The w ritten st ‘ps that a are explanations, others are definitions. 
person (one worker) takes to do his job Some are statements of policy. Wha 
should be called a ‘ob outline’—neve1 ever this excess verbiage is, it 1 defi 


¢ 
1 


a procedure, The procedure covers steps nitely not procedure. 
taken by Jroups ot people. A procedure must go. A procedure 

The procedure does two thine’s. It tells must proceed, A real procedure is full 
groups ot people what they are to do. of action. It savs, “You do this: you do 
And it provides for coordination between that.” Philosophy and Opinion don’t 4 
those groups, so that the people work anywhere. They just mill around in one 
together and get a teamwork result. spot and muddy up the water. Perhaps 

To get such a team result, the Job other documents are Lecessary tor phi 
elements should proceed in logical steps, losophy and opinion. The procedure will 
directly to the objective. rhis objective 1s do a better job if it does only one Job 
the real reason for doing the work. tell people how to take action. 

Let’s summarize. We want coordinated, Procedures that are tull of stulf that 
direct to-the-point action. ILowever, it doesn’t direct action, confuse people. 
you study many of the procedures in Procedures that are bloated with pro- 
common use, you'll find that there are cedurese words, long involved sentences 
many words in them that do not con and pure philosophy, are the reaso 
tribute to the forward ilow of action. many people don’t comply with the pro- 

Most procedures are loaded down with cedure, Consider this passage: 





The referenced procedure places the responsibility upon 
the requesting department to completely justify the neces- 
sity for additional equipment and/or facilities, In order 
to assist the requesting departments, a form, "Facilities 
Request," No. 347, has been made available to all depart- 
ments and if this form is completely filled out it will not 
only comply with Standard Instruction +74, but will greatly 
facilitate the review and, in case of need, the acquisition 
of the required items. At the present time many requests 
are coming to Facilities Engineering by memo, verbally, and 
on other forms that are either incomplete or inaccurate. 
A careful use of Form 347 will react to the benefit of both 
the requestor and to the Company. As a further aid, if the 
requestor will send two copies of Form 347 to Facilities 
Engineering, one copy will be returned to him with the 
assigned Job Number and preliminary action indicated, which 
will give the requestor quickly a status of his request and 
also will serve as a ready reference file, 





A procedure in typical gobbledegook style. 
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The procedures man who allows his 
manual to be filled with this type of 
verbal meandering soon finds that every 
body is deviating. No one follows the 
procedure for a very simple 
they can’t understand it. So they do the 
best they can, on their own. 

The systems analyst who finds that his 
procedures are not being read usually 
resorts to the flow chart. He 
“People want pictures, therefore I'll use 
flow charts, with pictures. Then they’ll 
follow my procedure.” 

It doesn’t occur to him to improve his 
original product. The flow chart idea 
over with the bosses. They have 
been trained to read charts. But Suzie 
and Bill find the flow chart, even with 
pictures, about as familiar as if the 
passage were written in French. True, 
the flow chart is better than the gobble- 
degook procedure, but why not improve 
the present product ? 

Everybody can read and understand 


reason : 


reasons, 


20eS 


simple, direct English. No tricks nee- 
essary. No pictures necessary. Just tell 
the man. 

It is to execute this simple concept ol 
a procedure’s purpose that we use the 
playseript format in procedure writing. 
It a procedure is a plan of action, then 
why not try the time-proven technique 
of the playwright? 

At the beginning of the procedure, it 
may be necessary to “set the stage.” This 
may be a about purpose or 
about the policy behind the procedure. 
Once you've set your stage, you next 
want to get action. Tell the reader what 
he is to do. 

Who gets the action? Isn’t it the actor 
who makes the play move? In a pro- 
cedure, it is the participating department 
that takes action. The participating de 
partment may sometimes be a section, or 
a division. But in all cases, the partici- 
pant is the actor. Here is an example 
of the play format: 


statement 





TRANSFERS 


Responsibility 
Releasing Department l. 
Supervisor 





Completes 
Request", and sends both copies 


Action 


Form 457, "Transfer 


to Budgets and Planning. 


Budgets & Planning 


Adjusts 
records, 


budget and work load 
sends both copies of 


Form 457 to Personnel. 


Personnel 


Secures 


receiving departments 


supervisor's signature. 
Adds effective date of transfer 
to Form 457 ands 


Releasing Department 


ae Sends copy 2 to receiving 


department. 


b. Files copy l. 
Places 


Form 457 in personnel 


record folder. 
Sends personnel records folder 
to receiving department. 


Receiving Department 


Posts permanent records 


to re- 


flect change. 
Files employee record folder in 


locked personnel records 


cab- 


inet. 





A procedure written in the simple prose of a playscript. 
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Here the actors are at the left, under 
the sub-head “Responsibility.” The ae 
tor’s “lines” are under the subhead 
“Action.” Notice that this format starts 
at the logical beginning, then moves, 
step-by-step, through the process. This 
procedure doesn’t even resemble a job 
outline. It doesn’t go into detail. 

This procedure also avoids trying to 
do the torm’s job. It merely tells the 
releasing supervisor to fill out form 457. 
orm 457, if it is well designed, takes 
it from there. 

Notice that this procedure has 
each sentence start with an action word: 
completes, adjusts, secures, adds, 
No philosophy, no personal opinions 
here. The play format can be used in 
any business, small or large. 

In some types of drama, the writer 
uses flashback techniques. In a procedure 
the action will be much more under- 
standable to the actors, if the action 
steps are presented in logical sequence. 

How much should you include in each 
procedure? Where do you start? Where 
should you end? To answer these ques- 
tions, we will have to think. The answers 
will be clear if we think out our logical 
pre wedure cycles. 

For example, in a purchasing pro- 
cedure, how does the buying start? Does 
a stockroom record start it? Does it 
start with a customer’s order or 
tract? Something starts it. Find out 
what. It may be several things. That is 
the beginning of your logical cycle which 
Is step one. 


also 


ete, 


con 


Let’s say the buying procedure action 
start with a stockroom record. 
Mary, the clerk, sees that item No. 1234 
is down to 1000 units in stock. The 1000 
quantity is the re-ordering point, so 
Mary makes up a stockroom requisition. 
After her boss sions it, Mary sends the 
requisition to the purchasing agent. The 
purchasing agent writes up a purchase 
order and sends it to the vendor. 

Is this the end of your cycle? Could 
be, but you know that the reeeiving cycle 
is next and then comes the accounts- 
payable evele. Keep your eveles In rea- 
sonably small Your 


does 


packages. 200d 
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judgment will tell you where to end 
your procedural cycle. 

If you don’t think out this procedural 
cycle business, you'll find that your pro 
cedures dribble off and disappear into 
the sands of indecision, Make up your 
mind. Wrap up your package. Start, 
carry through the then 
stop, period. Then the action within each 
of your procedures will concern itselt 
with what you feel is within your logical 
procedural cycle. 

Your procedure cycle must start 
somewhere. The start is step one. Then 
two, three, four, five, six and 
maybe seven. If the action consists of 
only seven steps, stop cleanly at step 
seven. You have completed the action 
for this particular cycle. Don’t meander 
on. 

If you have selected your procedural 
cycle carefully, the group of seven steps 
will be a logical package covering one 
action flow. Under this plan, any writing 
that does not add to the proceeding, or 
add to the action, should be stripped 
from the procedure. Blue pencil it un- 
mercifully. It may belong someplace else, 


process steps 
} , 


steps 


but it does not belong in your procedure. 

A procedure must do a number of 
jobs. A proceedure must be a useful in- 
strument to the man who follows it. But 
it must do more than this. It must be 
easy to write. It must be easy to ¢o- 
ordinate. It must be easy to change, to 
keep up-to-date. It must be kept in tune 
with changing conditions. 

A procedure also must give manage 
ment a graphie picture of the work flow 
patterns in the organization. It should 
serve as a reference for considering pro- 
posed changes. It should link up readily 
with other procedures that are related to 
it. In this way, a proposed change of 
one procedure, which may affect other 
procedures, will be made only after con- 
sidering the others. 


Frequently systems people issue tem 


porary procedures. Why? Because it 
takes so long to get out a regular pro- 
cedure. Even a temporary procedure re- 
quires a lot of work. It takes a lot of 
effort on the part of the analyst. A 





ZV about its 


rt Cali i 
presumes tha mpi l hi operation—he will 
edure il] ¢ na irall Sitat > will delay, while 

‘ md puzzle out 
] 


whether |] 1} tl proposal or not. 


sometimes » will take weeks, and 


procedur actually do nothing. Studying a garbled 
) 


usually take procedure People usually 
is checking oid pain. They dela They put it oft 
responsibl With the playscript’s simple Englisl 


eration to set approach, man can tell immediately 


s the best tor whether » ] nvolved, exactly to what 
npact will be upon 


understand I ) i hn. his subordinates are 


is a grid flow chart of the procedure appearing on page 8. 





.and daily 


copy production 


is increased 
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MEAD PAPERS 
ARE WRAPPED 
FOR THE PROTECTION OF THE 
OPERATOR OF A SMALL PRESS 


1. When you open the Mead moistureproof wrapping, just pick the paper out 
no turning, no flopover. It’s feltside-up, ready to place on the lift and print. 


Your job is made easier. 
2. Kach package is easy to identify, clearly labeled as to color and type. 


Whatever paper you need, whether bonds, offsets, ledgers, duplicators or 
mimeos, you can get it all, and wrapped to save labor, from Mead, Papermakers 


to America. 


Sales Offices: 


Mead Papers, Inc 
THE MEAD CORPORATION ee ts 
Dayton 2, Ohio 
New York e Chicago 


Papermakers to America pape Boston e Atlanta 


Philadelphia 
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ACTOR 


ACTION 
Pr 
ae 
2 ACTION 
Ne ie 
—- 
3 ACTION 


GRID CHART 
PROCEDURE 


FERS 


—— 


cTion ee 


—— 


a 


gp tt ne 
— 


PLAY FORMAT 
PROCEDURE 


: action wo 


The play format resembles a grid flow chart turned on its side. 


involved, he can tell them on the phone. 
With one simple question, he can de- 
termine what this impact may be on 
his department. 

The man affected can, within a few 
minutes, say: “Yes, I agree,” “No, I do 
not agree,” or “Here’s what I suggest, 
instead.”’ This makes coordination rela- 
tively easy. If the man doesn’t agree, 
his counter-suggestion can, in turn, be 
readily coordinated with others. 
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In the playseript format, each “actor” 
can readily see if he is involved. The 
title of his section is spelled out on the 
left side of the paper. He then only has 
to consider the paragraph that affects 
him. He need not concern himself with 
all the hidden meanings. The gobblede- 
gook of the usual procedure writing style 
confuses people. It seares them, makes 
them cautious and wary. 

In effect, the playscript format is like 


13 





ria How chart has department 


shown across the top ot the chart. The 
flow lines indicate the action and the 
various procedure steps to be followed. 
Turn the usual grid flow 
side. Now look at it. You have, in effect, 
the play seript tormat that we 
discussing. 

This tormat forces the 
writer to make sense. It 


questiol a i 


cnart on its 


have been 


procedure 
forces you t 


step of actiol 


ip or open 
in the flow. It 
or linked 
“What 

points ?” 


With the 


With 


one step is not related 
to the next one, vou ean ask, 
happens bet two 


+ 
hese 


plays ript vou can sit dow! 
people and tackle the 


most com 


pleated problem. By continually asking 
people about the steps ol the flow, you 


force them to @ive 1t to 


l you 1n 
sequence, You 


Og 1cal 
can, by this process, ré 
duce a complicated problem to a alrect, 
simple flow pattern. 

Even if the procedure itself! involves 
highly technical keeping 


pattern 11 , in li@ ¢an 


proc SSCS, D\ 


le flow 


Here is a fully automatic 

high speed machine. It will take 

post cards, insertion cards and all sizes 
of envelopes, brochures, pamphlets, light 
weight booklets, magazines, tabloids and 
flyers, accurately and quickly. Let us an 
alyze your labeling methods and show you 
how CHESHIRE equipment can help you 


SECTINE Che al aly st Ket ps talking’ to the 
] 


il mal nit law a 


se the ialvst. Lhe thing must make 


techn sensibl 

flow pattern 
The playscript tormat is easy to tram 

is a device 

systems department to 

unitormity in its own teamwork 

effort. The 

] 


relatively consistent 


system men to write. It 
enables the 
achieve 
systems group can achieve a 
' iormat in pro 
cedural output 
Most procedures are written in the 
versonal vle of each writer. This is 
fine tor the literary world, but it is hard 
on people who must read the procedure. 
hey aren't usually folks who care about 


literature What they 


reading 
are to do 

Actually Thi pre Lil Is merely a 
communication machine that is used by 
management. It is intended to be 
undying literature. not intended to 
individualized 
1! tended to be 


tool ot 


as all ¢ 
writing stvle. It 
and 


useTul, I a com 


1. Roll strip labels 


2. Continuous pack form labels 


3. Addressograph electronic facsimile tape labels 


4. 1BM Type 407 tape labels 


5. Tip on or fully apply Government 
stamps or premium stamps 








CHESHIRE MAILING MACHINES, INC. 1644 N. HONORE ST.* CHICAGO 22, ILLINOIS 
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THE OFeice 
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So easy.. So quick ..So smart! 


DO YOUR OWN 


PLASTICO 
BINDING 


Compact—Portable—Low-Cost—Always Ready to add 


prestige appearance to: 
@ PORTFOLIOS * PRESENTATIONS 
@ SALES MANUALS @ SAMPLE BOOKS 
@ FINANCIAL STATEMENTS @ CATALOGS 
@ PRICE LISTS * SWATCH BOOKS 
@ CALENDARS @ BROCHURES @ CHARTS 


Sold and serviced by your nearby 
PLASTICO LICENSEE. Write today 
for his name and address. 


A 
By Name 


Now you can add distinction and con- 
venience of genuine Plastico Binding to 
any piece of literature — right in your 
own office! Two simple operations com- 
plete Plastico binding in minutes... 
let you make a “masterpiece” edition 
of a few copies or hundreds. 


ONLY genuine PLASTICO BINDERS 
have “Arch Design” for added 
strength and beauty! 


PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 
732 Sherman St. 
Chicago 5, Ill. 


15 W. 24th St. 
New York 10, N. Y. 
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Traveletter Syst 


Rneveidier Staten o 
. the better system for 


° sed Dy mpanic loying fron re OOO 
handling travel expenses. to. hy 


orporauon, 
lectri Co 


> 


TRAVELETTER CORPORATION ° GREENWICH 3, CONNECTICUT 
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You, Too, Can 


“Psychoanalyze’”’ 


Your Boss 


DOROTHY GRAY SMITH 


HE MAN who Was supposed 10 hye 
to be the 


learned it 


my worst boss turned out 
best. That’s 
Important to psychoanalyze your boss. 

Before I made application for a secre- 
tarial position with a large national con- 
cern, I had been in cireulation 
enough to know my way around and the 
personnel manager proved to be a re 
freshing little fellow with a brand new 
slant. “There are three openings,” he 
explained, “you can take your choice.” 

“Tf I may,” I said, “I should like to 
talk to the men with whom | 
working and go over details of the work. 
[ shall then be in a better position to 
judge.” 

The general office manager was an 
amiable person but the work routine 
was dull. I checked it out. Blueprints 
had never appealed to me so it was 
thumbs down on the engineering depart- 
ment. But the agency division capti- 
vated me immediately. Here was a de- 
partment which functioned almost as an 
independent unit. It took care of its 
own sales promotion, advertising, or- 
ders, credits and collections. Here was 
an opportunity to use initiative without 
which I was never content. 

The two men for whom I would work 
closed in on me like vultures swooping 
down upon their prey. With the prox- 
imity of their breathing down my neck I 
had little opportunity to analyze faces, 
but they seemed as impressed with my 
qualifications as I was with the possi- 
bilities of the diversified work. 

The manager was a short, swarthy 
man with wide set eyes and a wide 
mouth set in a square jaw. I immedi- 
ately detected unusual determination 


when | was 


lone’ 
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would be 


Team: @-in°e).4-lem-Lelal- 


One man laughed when Miss Williams’ feet 
slipped out from under her. But his face 
froze when he learned she had suffered a 
compound fracture. 

Accidents aren’t funny! That’s why so 
many Office buildings now rely on LEGGE 
Safety Floor Maintenance. LEGGE Polishes 
go up to 75% beyond U. L. requirements 
for slip-resistance. They reduce slip- 
accidents by up to 98%. Don’t wait for an 
accident before calling in a LEGGE Safety 
Specialist. His services are Free. 


Floor care booklet 


Write today for your copy of “Mr. Higby 
and the Gremlin”. Entertaining, colorfully 
illustrated, loaded with worthwhile facts 
about your floors. 


°. Walter G. LEGGE Company, Inc. 
Es Dept. W-6, 
. a 101 Park Ave., 
New York 17, N. Y. 
Branch offices 
in principal cities. 
of Safety Floor 


Maintenance 
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CHAIN-O-MATIC 


CONTINUOUS ENVELOPES 


Lf 


ADDRESSING ON TABULATING 
EQUIPMENT 


the benefit of automatic equip- 
without sacrificing appearance or 
nserting problems. 


envelope in open side style for eosy 
cutometic stripping from 


rst and Third Cless Mail 


CHAIN-O-MATIC owision 
CURTIS 1000 INC. 
156 Vanderbilt Ave., W. Hartford, Conn. 
Cs ae 


More Information Circle No. 248 
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I cood bad and 

this applied to bosses as well as every- 


1 ’ 
nead. 


one else. I nodded my 
‘T think [ smiled. 
He shook his head doubtfully. “7 hope 
9 ‘ | 

‘ 


ne Sal 


. ean handle them,” 


, “that department has given 


more trouble than a the rest put to 
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The fi \ \ ee 
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period, 
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irtesy and con- 
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on Facit ESA-O 


Set up the figures of the first number on the simple 


10-key board in the order you read them, that ts, 1, 


8 and 9. Depress t n° & key. Set up the second 


mber in the same way: 5, 3, 6, 7 and 8. Depress 


he E@ ke and the answer will appear in the pro- 


duct register after barely three seconds... 


0000010145142 








All four rules 
of arithmetic are 
just as easy 


ires on Facie 
rid’s smallest, fully 

tic calculator — 
most aS easy as reading 
them. All you do is set uf 
tne ee es in the order it 
which they ——, The us 
the tew con Is are fix 


nd crystal-clear. 





FACIT INC. 404 Fourth Ave., New York 16, N. Y. © 235 Montgomery St., San Francisco 4, Calif 


ATVIDABERGS — SWEDEN 
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Auto-typist hits letter typing right on the button 


Push-button automatic typing is bringing au- 
tomation to the handling of office correspond- 
ence. Now typists push buttons instead of 
keys, and Auto-typist machines take over and 
do the typing. They do it in marvelous fash- 
ion, too—turning out letters at 2% times the 
speed of the fastest typist — neat, erasure-free, 
error-free letters that are as personal as your 
signature. 

Well over half of general office correspond- 
ence is routine —or can be standardized. Sales 
letters, order acknowledgements, answers to 
inquiries, and collection letters are only a 
part of the correspondence that can be han- 
dled faster, easier, and more economically by 
Auto-typist. One typist can turn out 100-125 
letters each day with an Auto-typist—3 to 4 
times normal manual typing output. 

How Auto-typist works—Precom- 
posed letters and paragraphs are 
perforated on a wide paper roll. 

This perforated roll operates the 
typewriter keys. As much as 250 
lines of copy can be stored on one 
roll. Twenty to thirty complete let- 
ters can be prepared, or a series of 


For More Information Circle No. 171 
AMERICAN AUTOMATIC TYPEWRITER CO., 2323 N. PULASKI RD., CHICAGO 


paragraphs which can be combined to make 
up dozens of letters. 

Salutations are manually typed. Then, by 
pushing the button or buttons that correspond 
to the letter or paragraphs desired, Auto-typist 
automatically picks out the letter wanted, or 
assembles the paragraphs in the order desired, 
and types each word as if it had been done by 
hand. Manual insertions of personal or vari- 
able data can be made in any part of the 
letter. 

Present users include banks, manufacturers, 
insurance companies, hotels, publishers, re- 
tailers, fund raisers. Applications range from 
general correspondence typing to specialized 
uses such as new account promotional letters. 
The complete story is yours for the asking. 
Just write us on your letterhead. 
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best time to get firmly entrenched. I 
took advantage of this interval to make 
a further analysis of the two men, espe- 
cially the manager, to see if I could de 
termine what made him tick. To do this 
[ had to keep my eyes and ears open 
constantly and my mouth, for the most 
part, shut. I studied the manager’s 
strong and weak points, as well as his 
attitude toward other 
situations. 


employees and 
It was almost immediately 
apparent that there was considerable an- 
tagonism between him and his assistant. 
I detected a “tolerated because of neces- 
sity” attitude on the part of the as 
sistant to the overbearing domination of 
his superior. There was no such word 
as “request” in the manager’s vocabu 
lary. Everything from him was a com- 
mand. 

The former tearful was 
anxious to vindicate herself by pouring 
forth her voluminous troubles. I listened 
intently, not to be prejudiced but to 
learn that I might protect myself. It 
worked to my advantage. 


secretary 





FOR ALL NOISY 
OFFICE MACHINES 


Two facts were soon apparent. The 
manager and his former secretary took 
great pains to dislike each other heart- 
ily. The manager was extremely self- 
conscious about being one of the world’s 
worst letterwriters, and his 
secretary was little better. | 
to take this hurdle easily. I encouraged 
my boss to merely tell me what he 
wanted to say, then I composed the let- 
ter, set it up attractively, and gave it 
to him for signature. He was delighted 

. a load was taken off his mind 
he had more important things to do. 
We were off to a good start. 

The next thing | learned was the cause 
of the animosity between the boss and 
his assistant. The assistant had formerly 
been the manager but he hadn’t done 
so well and the boss had been sent out 
from the east coast to reorganize, which 
reduced the manager to a resentful as- 
sistant. As a consequence the former 
secretary and former manager pledged 
to prevent the new boss from gleaning 
any more knowledge of the inner work- 


previous 
was able 
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ings of the department than was abso- 
lutely necessary. I could hardly blame 
the boss for being worried and irritable. 
The situation had to be corrected. 

With the best interests of the depart 
ment in mind, I set about organizing 
my work and all office calls in such a 
manner that my boss, who was outside 
the office a good portion of the time con- 
tacting agents and soliciting new busi- 
ness, was fully aware of all that trans- 
pired during his absence. I was now 
handling a good portion of the corres- 
pondence myself, but I made it a point 
to hold all copies of letters for his 
perusal before sending them to file, either 
tickler or otherwise. He responded to 
my cooperation by displaying unusuat 
faith in both my ability and sincerity 
and permitted me free rein and the 
privilege of making my own decisions 
in his absence. I had always enjoyed a 
challenge and there was satisfaction in 
knowing my loyalty was appreciated. 
I was being treated well . . . I had no 
complaints . . . but both the assistant 
and the salesmen did. The boss was con 
sistently reprimanding them with a vio 
lent display of temper. 

I could see it was not just “what” he 
said and did but “how” he said it that 
caused so much dissention. The sales- 
men were as loaded with spunk as they 
were with merchandise and not docile, 
submissive types as portrayed by the as- 
sistant. I was imbued with a great de- 
sire to bring about a better relationship 
between these men, for a smoother run- 
ning operation. 

Though the boss had started a littl 
late in life, and was somewhat self-con- 
conscious about it, he had a wife and 
small son whom he adored. The mention 
of either of them was the only thing 
that ever brought the right kind of light 
into his eyes. Here was his weak spot. 
I knew that underneath the tough ex- 
terior there must be a heart of gold. 
But it took a pick-axe to strike through 
to it, and at this stage I seemed to be 
the only one in the office who dared 
touch the handle. Although there were 
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Offices, all over the country are 
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occasions when the injustice of a situa- 
tion peaked my ire almost to the break- 
ing point, I realized its delicacy and 
knew, it could not be rushed. By biding 
my time one can always take advantage 
of opportunity when it presents itselt 
and the salesmen had expressed their 
confidence in me. 

One day, when the profit and loss 
statement was particularly good and the 
boss was in an unusually good humor, 
I carefully worked the conversation 
around to a recent reprimand he had 
given the star salesman whom he would 
have been loath to lose, and suggested 
the salesman would not have been so 
adamant if he had handled him more 
diplomatically and not been so abrupt. 
For a moment the boss looked. at me 
with indecision, undoubtedly questioning 
my audacity. Then, realizing my sin- 
eerity in wanting to help, he smiled. 

“Maybe you’re right,” he said. It was 
the turning point. From that day on, 
by being very diplomatic and making 
suggestions only at propitious moments 
(and believe me I choose such moments 
with great discretion), I was able to in 
fluence him to a great extent and bring 
considerably more harmony into the or- 
ganization. 

But he still had not learned to con- 
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trol his violent temper and, on more than 
one occasion, he raged over what I con- 
sidered comparatively inconsequential 
matters. It was in the middle of one 
of these fracases that I blew my top. 

“You’re being ridiculous!” I shouted 
above the din. “What do you want to 
do... have a heart attack?” I expected 
to be told to get my coat and be on my 
way. Instead he stopped, looked at me 
sullenly for a second, then turned and 
walked into his office, shutting the door 
behind him. He was never one to 
apologize and I certainly did not feel 
any apology was due him. But when he 
came out of his office he was completely 
calm. He walked up to my desk like 
a small boy caught in an unsavory act 
and said, “I guess you were right.” 
That’s all. 

Perhaps he was a little frightened, but 
not enough because while they were not 
as frequent there were occasional rages 
I tried to convince him he was ruining 
his health. He listened but shrugged his 
shoulders and said he’d been doing it all 


Put efficiency in your 
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his life. The climax came the day we 
lost our best account to a competitor. 

“You're fired!” the boss screamed, 
and at the same moment the salesman 
yelled, “I already quit!” The boss’ face 
was purple when the salesman slammed 
the door on his way out and his fists 
were clenched as he walked slowly 
toward his desk. The next thing I knew 
there was a thud. The boss had col- 
lapsed. Diagnosis ruptured blood 
vessel in the heart. 

Three weeks in a hospital bed gave 
the boss plenty of time to think. He 
had to learn the hard way, but he 
learned. He takes it easier now and 
highly commends the book, How to Win 
Friends and Influence People. When 
you see him getting riled, all you have 
to do is give your head a negative shake 
and watch him let down. My five-and- 
a-half years of loyalty have been well 
rewarded. Yes, what started out to be 
the worst boss I ever had turned out to 
be the best. I’m still convinced it pays 
to psychoanalyze your boss! 
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The new R. C. Allen Electrite is a h appy combina n of the best 
features of an electric typewriter and a mar 

writer. It provides the ease and uniformity of ) at 
the cost of a manual machine. This ingenious design gives elec- 
tric operation where 95% of all typing actions are pertormed, 
but retains manual operation where 95% of all electric service 


complaints occur on full-electric models. For complete informa- 
tion on this remarkable new machine, call your R. C. Allen 
typewriter dealer, or write: 


R.C.Allen Business Machines, Inc. 
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““Calional Accounting Machines save us $32,290 
a year...return 74% annually on our investment!”’ 


—JACOBSEN MANUFACTURING CO., Racine, Wisconsin 


“National Accounting Machines save us $32,290 a year— 
repaying 74% annually on our investment. 

‘Our business is seasonal and highly competitive—a com- 
bination requiring the most versatile accounting equipment 
available. Our flexible and efficient Nationals have met this 
demand. They enable our operators to keep ahead of schedule. 
Peak work periods are eliminated. Current accounting details 
are always available. 

‘Our use of Nationals 
has contributed much to oO 7) 
the success of our complex areal 
accounting operations.” President 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 


989 OFFICES IN 94 COUNTRIES 


In your business, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit. 
Your nearby National man will 
gladly show you how. Or write to 
us at Dayton 9, Ohio. 
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COPEASE WILL COPY IT 


dial adjustment. Make 200-300 


Copease copies anything—fine de- 
tails, colored inks, pencil, crayon, 
pens, including ball-points, even 
non-carbon base, spirit duplica- 
tions, signatures — all kinds of 
ink. Copy from colored paper, 
opaque and two-sided materials 
and a range of paper sizes. 
You’ll scarcely believe that copies 
could be so sharp, so clear. Like 
originals, copies fit for the front 
office. 

With Copease photocopier, do 


95% of your office work without 


excellent copies without a de- 
veloper change. Copy under any 
light. 
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OFFICE PROCEDURES: 


Copies or Originals? 


Copies that are the reflection of the 
original is the newest word in thou- 
sands of offices where the Copease pho- 
tocopier has moved in as big brother to 
the telephone and the typewriter. Fast- 
er than the fastest typist, accurate as 
a camera, Copease offers business, pro- 
fessional and technical offices superb 
copies of anything in seconds—at low 


cost. 


Diagrams, correspondence, invoices, 
work orders, articles, files and records 
of every description find their way into 
the Copease photocopier in the course 
of a week’s work. So easy to use that 
one person can show another how to 
operate it in a few minutes’ time. 


out 


The Paperwork Jungle: There have 
been other copying machines, but 
each has some blind spot. Today, big 
query among buyers of office copy 
equipment is: Will this unit do all 
our copy jobs, or must we lose time 
and money when we run up against 
a job it can’t handle? Copease Corpo- 
ration obviates the question simply 
by turning out one unit that copies 
everything. Just insert an original of 
anything and Copease turns out a 
clear, dry, non-curling copy twin in 
seconds. Copease’s motto: Copease 
copies everything. 


Test Before You Invest: Firm sounded 
executives. “What,” Copease 
wanted to know, “are the questions 
you’d ask today when comparative 
shopping for copying equipment for 
your office?” From consensus, Cop- 
ease devised a handy 3-point pur- 
chaser’s checklist. In NEWSWEEK, 
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Tear Out This Coupon And Mail Today! 


PROVE IT! SEND NOW FOR FREE THREE-DAY OFFICE TRIAL. USE 
COPEASE ON YOUR OWN OFFICE WORK. SEE HOW EASY, HOW 
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Nation’s Business, U.S. News & 
World Report, National Geographic, 
in business journals and in local 
newspapers, Copease urges buyers to 
cross-examine the copying equipment 
salesman. 


1. HOW EASY IS IT TO USE? 
(Can anyone use it? Does it re- 
quire special lighting or attach- 
ments? How fast is it?) 


2. JUST WHAT WILL IT COPY? 
(How about pencil, crayon, pens, 
signatures, fine details? What 
about colored inks, non-carbon 
base inks, ball-point writing, spirit 
duplications? ) 


3. WILL IT COPY FROM ALL 
KINDS OF PAPER? (Opaque and 
two-sided originals, as well as pa- 
per with writing on one side; col- 
ored papers. What range of paper 
sizes? ) 
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Copease Does It All: Only Copease 
scores 100% on this practical test, is 
easy to use in any office; does 95% of 
copy jobs without so much as a dial 
adjustment; makes 200-300 perfect 
copies without a developer change; is 
noiseless, rustproof, compact, attrac- 
tive. Only Copease will copy anything, 
from any kind of paper, in a wide 
range of paper sizes. Copease backs 
up claims with unusual three-day 
free office trial. Unusual in that there 
are no salesmen, no sales talk. Cop- 
ease representative delivers unit, re- 
turns in three days to pick it up. What 
the prospect does with it, how much 
he uses it, on what types of jobs, is 
up to him. 


With a superior product ideally suit- 
ed for all kinds of offices and a no- 
obligation trial, Copease has revolu- 
tionized office copying in more than 
80 countries. 
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MANPOWER, INC. ror 


TEMPORARY HELP 


TYPISTS ¢ STENOS 
GENERAL OFFICE WORKERS 


Our employees will work in your office 
or ours for any length of time from 

4 hours, to a day, a week or longer 
at low hourly rates. 

Call the Manpower, Inc. office in your 
city — operator B — for fast, 
economical service! 


We are not an employment agency. 


manpower, inc. 


) 330 W. Kilbourn Ave. Milwaukee 3, Wis. 
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PORARY HELP FIELD OVER 65 offices 
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Los Angeles 
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South Bend 
Springfield 
Syracuse 
Tacoma 

Tampa 

Toledo 
Waterbury 
London, England 
Paris, France 
Havana, Cuba 
Johannesburg, S.A. 


Providence 
Racine 
Rochester 

St. Louis 

St. Paul 

Salt Lake City 
San Diego 
San Francisco 
San Jose 


New Orleans 
New York 
Niagara Falls 
Oakland 
Oklahoma City 
Omaha 
Patterson 
Philadelphia 
Phoenix 
Pittsburgh Seattle 
Portland Sherman Oaks 
For More Information Circle No. 325 
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ASY TO CLEAN 

leams when cleaned with 
damp cloth. Resists alcohol, 
igorette burns, etc. 


XTRA THICK 

Over %"-thick tempered 
Presdwood plus heavy lamina- 
ion of wood-grain plastic. 
on't slip—won't warp. 


OUGH 

hairs glide smoothly over the 
pleaming mar-resistant surface. 
Resists chipping and peeling. 











FREE CATALOG 
lip or tear the cou- 
pon for more infor- 
ation and free cata- 
og showing complete 
ine of Maso office 
quipment. 























the most beautiful 


ever designed 








The “Executive” Maso-Mat for the Modern Office 
This lovely new ‘Executive’’ Maso-Mat can work a 
wonderful transformation in the appearance of your 
office. Gleaming plastic laminate on extra-thick Presd- 
wood in Driftwood Gray and rich Walnut wood grain. 
Low in cost (little more than old-type painted mats), 
the tough plastic retains its striking beauty long after 
old-fashioned mats become seedy and unsightly. Look 
at your chair mat—others-do!—and you'll buy Maso’s 
“Executive” for your modern office. 








PP 222 2O8SEEE SE 8248 24 284 480882808 888 2882282486882 8888288 222226 


MASO STEEL PRODUCTS, INC. 

53 West Jackson Bivd., Room 906 

Chicago 4, Illinois 

Please send me FREE Maso catalog and more information on 
the Maso “Executive” plastic office chair mat. 





i 





COMPANY__ 








ADDRESS. 





= (city) pu cw (state) 
For More Information Circle No. 178 





The arithmetic of buying a calculator... 


Suppose two makes of calculators sell 
for about the same price. What deter- 
mines the real cost? Is it the price tag 

. or is it the time-saving operating 
advantages and extra years of efficient 
service that one calculator will deliver 
over the other? 

Why does a Marchant calculator keep 
on delivering smooth, quiet service year 
in and year out over a longer lifetime? 
The answer ...a mechanism exclusive 
with Marchant. Instead of the conven- 
tional metal-on-metal, stop-start drive, 


a train of quietly-revolving, constantly- 
meshed proportional gears rotates the 
continuously-flowing dials of a Marchant. 
And at a speed up to twice the highest 
speed attainable by other calculators! 

Call in the local MARCHANT MAN. 
He can show you the profitable arith- 
metic of buying the calculator with the 
longer life that holds down your capital 
investment... the calculator that offers 
exclusive Operating advantages of great 
importance to the efficient and econom- 
ical Operation of your business. 


MARCHANT CALCULATORS, inc.. oaktano 8, catirornia 


For More Information Circle No. 176 
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Just place the Erasaguard behind the sheet from which you wish to erase so the curved 

surface of the Erasaguard protects the Carbon and the copies underneath. Treat each 
Carbon Copy to be erased the same way. 


oo ume... Stop Waste 


BE NOT ONLY AN EFFICIENT TYPIST, BE A HAPPY ONE. 





Notice how the Typist uses Kee Lox Erasaguard to correct errors on Originals, 
also Carbon Copies, Perfectly and Quickly. Saves Stationery, saves Carbon 
Paper. Saves so much Time and Time today is real Money. 

The perfect Equipment for 1956. One Typist. One Typewriter. One Erasa- 
guard, one eraser. 

No Secretary can give full efficiency without an Erasaguard. Errors are so 
easily made. Read what one writes. 





‘For almost a year I have been using your wonderful SSSR S SSS E TRESS R eee Eee eee Ree 
Erasaguard, I have been also unsuccessful in trying 

to locate several more of them for use by others in ORDER 
the office. I have a terrible time trying to hang onto 

mine. Please tell me where I can purchase these. Kee Lox Manufacturing Co. 
We need them so badly, they're grand.” Rochester |, N. Y., U.S.A. 
Can also be used for drawing, will not slip, will not ; 9 
smut if pen is used drawing lines. Send Please—{] Elite [] Pica 
ORDER DIRECT 75c each. Wholesale Discount to 
Dealers in U.S.A. and Foreign. 


KEE LOX MFG. CO. 
Rochester 1, N. Y., U. S.A. 


Forelgn Dealers write care EXPORT DEPT. © a 
above address. = Signed . 
SSSSSSSHSESEES SSeS SSeSeeeeee ee eEe 


For More Information Circle No. 256 








THe Orrice—June, 1956 se 





(RE DEE Niece ttn sine ni se ORME 


If your storage area 
looks like this \=" 


It is costing you dearly in floor 
space and loss of employees’ time. 


Every Type of Industry 
Can Save BOTH MONEY and SPACE with 


NYLO-GLIDE 


low-cost 


STORAGE FILES 


These nylon bearing, smooth op- 
erating files are available in any 
size. Stack and interlock them 
one on top of the other or side by 


SAVE 40 FLOOR SPACE D side in any available location. No 
Nylo-Glide record files —_ waste space—inside or out. De- 
more than 40° in valuable ra) ’ 

floor space ‘he appearance Cat is 1h} signed to fit the records they hold. 
of the files has been improved, j j 

and the storing of records is 

much easier in neatly ar- 

ranged stacks making I 

cleaning problem simple 

ATTRACTIVE er art AREA 

Efficiency engineered system 

of drawers to fit YOUR form 

and YOUR space provide a 

flexibility that is unparalleled 

in filing equipment. 

The Nylon Bearings make 

heavily loaded drawers 


GLIDE easily and quietly 


A complete installation often costs less 
than shelving and corrugated boxes! 


RECORD FILES, INC. 


P. O. BOX 581 


RECORD FILES, INC. | 
| 
stop and see us at his convenience : WOOSTER, OHIO 
| 
| 
| 


P. 0. BOX 581 * WOOSTER, OHIO 


Please have your nearest representative 


many Specialists in RECORD STORAGE EQUIPMENT 
Call us for a survey and demonstration 


of equipment. 


Address 
< : State 


For More Information Circle No. 289 
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Mrs. Eleanor McCoy, 
sole support of her 
four children, was 
given a new Vari- 
Typer by Walter C. 
Nichols (left), chair- 
man of the board, 
and Adolph F. Leit- 
ner, executive vice 
president, Ralph C. 
Coxhead Corp. Mrs. 
McCoy had failed 
to get a bank loan 
to buy the Vari- 
Typer when she of- 
fered her children as 
security. 


onal 


New York ticket office of Lufthansa Airlines which uses German Adler typewriters and Swedish 
10-key Addo-X adding machines (see rear). Both machines are distributed in the U.S. by Addo 
Machine Co. of New York. 
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th 


Corporate office building of Fairchild Engine & Airplane Corp. on a 25-acre plot, 2!/2 miles 
north of Hagerstown, Md. The pool is for fire protection. 


An Executive Office Building 


A view of the dining 
room in the building 
(see outlook on the 
cover). Building has 
18,000 sq. ft. of of- 
fice space, and 15,- 
000 sq. ft. of records 
storage space. There 
are only 42. em- 
ployees, five mainte- 
nance men and one 
gardener. 


The office of the 

president of  Fair- 

child Engine & Air- 
plane Corp. 








The treasurer's office. 


The secretary's 
office. 


The executive vice 
president's office in 
the corporate execu- 
tive building of Fair- 
child Engine & Air- 


plane Corp. Since 


moving to the coun- 
try, executive effi- 
ciency has increased 
because of the quiet, 
restful atmosphere. 











John S. Woodbridge (seated), controller, Pan 
American World Airways, and Geoffrey W. 
Helm, manager of their data processing center 
in Long Island City, N.Y., at the console of 
their new IBM 705 electronic computer. 


Pan American’s 
New Computer 


Betty Evans contemplates the 50,000 air 
waybills and 75,000 tabulating cards which 
cover one week's cargo flying. All this data 
is summarized on the single I0"'-reel of mag- 
netic tape held by Edith Kramisen (left). A 
Cargo Commodity Report, showing for each 
Pan American Division the commodity classi- 
fication, sales area, origin and destination of 
cargo and revenue involved, can be printed 
from tape in | hour and 40. minutes as against 
60 hours on tabulating equipment. A Cargo 
Shippers’ List is printed from tape in | hour 
and 20 minutes as against 125 hours on 
punched card accounting machines. 
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Mr. Woodbridge 
said the computer, 
which Pan American 
rents for $30,000 a 
month, reduces proc- 
essing of monthly 
passenger revenue 
from 4000 hours of 
machine time to only 
125 hours. 


Edith Kramisen holds 
ten reels of mag- 
netic tape which can 
hold all the informa- 
tion contained in the 
400 trays of tabu- 
lating cards being 
filed by Elaine Hur- 
ley and Betty Evans. 
The computer can 
process 8000 tabu- 
lating cards a min- 
ute, 32 times faster 
than the fastest 
punched card ma- 
chines. 
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R. C. Lindgren, manager, Friden Computyper Div., explains operation of a Model B Computyper 

connected between a Friden automatic calculator and an electric typewriter for automatically 

calculating and typing invoices. This was part of a closed circuit television demonstration 

made by Friden Calculating Machine Co. and Commercial Controls Corp. in New York for 
about 700 of their sales personnel and systems men from leading eastern companies. 


Executives who participated in the presentation, L. to r.: Charles R. Ogsbury, president, 
Commercial Controls Corp.; L. B. Taylor, Friden vice president and general sales manager; 
L. Scott Cass, CCC vice president and general sales manager; P. R. Samwell, Friden vice 
president; James A. Trainor, CCC vice president and general manager. Friden recently 
acquired Commercial Controls. Both firms manufacture automatic data processing machines. 


Lilt COMMERCIAL Ih) 


CONTROLS 


Henry J. Lindsay 
(left), CCC man- 
ager of advertising 
and sales promotion, 
and Walter J. Leary, 
explain operation of 
basic models of 
Flexowriter auto- 
matic writing ma- 
chines. 











S. Hayes Ensinger 
(right), vice presi- 
dent in charge of 
advertiisng for Rem- 
ington Rand D*‘v., 
Sperry Rand Corp., 
and Young & Rubi- 
cam's treasurer, 
George Farrand, in- 
spect the first elec- 
tronic computer to 
be installed in an 
advertising agency. 
Annette Bazzoni_ is 
feeding cards to the 
Remington Rand 
Univac 60 which 
computes billing of 
all media. 


A Ditto electric du- 
plicator in the City 
News Bureau _ pro- 
duced over 2000 
summary reports of 
Illinois primary elec- 
tion results for Chi- 
cago newspapers, 
radio and TV sta- 
tions. The duplicator 
was contributed by 
Ditto, Inc. 


The City Hall Cred- 
it Union, City of 
Minneapolis, in its 
biggest day recent- 
ly, posted 550 win- 
dow transactions on 
a Burroughs Sensi- 
matic machine. All 
accumulated  fotals 
were in balance. Be- 
cause of their con- 
tinued growth, the 
credit union has or- 
dered another simi- 
lar machine. 


THe Orrice—June, 1956 





PROTECT Your 
Business Machine Records 
ACCOPRESS PIN PRONG BINDERS 


If your business machines use marginal pre-punched sheets, 
the Accopress Pin Prong Binder is made especially for them. 


As an indispensable aid to orderly, safe filing—temporary or 
permanent 


Accopress Pin Prong Binders give you the added 


features of loose leaf convenience with economy. 


Like all Accopress Binders the “9000” Pin Prong line stacks flat, comes 
in a wide variety of sizes and with fasteners for either 6” or 8'4” centers. 


Made of heavy long lasting pressboard or heavy binder board covered 
with canvas or black pebble grain cloth. 


Dress up your files, protect your records. Ask your stationer to 
show you Accopress Pin Prong Binders—and the whole Acco line 
for greater filing efficiency. 


ACCO PRODUCTS, INC. 


Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 





For More Information Circle No. 228 
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With a handy little Pitney-Bowes Folding 
Machine, one girl can do all your office folding 
quicker than a whole group of girls can hand- 
fold. The next time your office has a tedious 
folding job to do, order a Model FH. The time 
it Saves is money in your pocket! 

Electrically driven, with semi-automatic 
feed, itcan double-fold 84 x 11 sheets at speeds 
up to 80 per minute. With automatic feed er 


(optional at small extra cost), it is even faster. 


The FH makes eight different folds, handles ‘ a 


sheets as small as 3 by 3 inches, up to 84 by 
14 inches... in most weights and finishes. It 
even folds sheets stapled together! 


The FH is small, light, can be moved 
A : aS The FH 
around easily, handles many kinds of folding costs less 
; P ; : iss than a typewriter! 
jobs. Anybody can easily operate it—and it 
costs less than a typewriter! 
: Fully automatic model 


For a demonstration of the FH, call the FM folds up to 19,000 _ 
nearest Pitney-Bowes office. Or, send coupon sheets per hour 
for free illustrated booklet. 
PSP eee ee ee See SS SS EE Eee 


PITNEY-BoweEs, IN« 
3414 Walnut St., Stamford, Conn 


= PITNEY-BOWES 


aon Send free booklet on Folding Machines to 


Folding Machines :*"— 


Made by the originators of the postage meter 94 branch 


Address 
ircle No. 194 


offices, with service in 272 cities in U.S, and Canada 
For More Information 
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make 


positive 
offset 
plates 
in 


90 seconds 


without costly equipment 


NEW, LOW-COST OZALITH PLATES 
ay REPRODUCE DRAWINGS, FORMS, AND TYPED COPY! 


Use any ultraviolet light source to 
make new Ozalith plates — white- 
printer, simple exposure box, vac- 
uum frame. Copy any translucent 
original—written, printed, typed or 
drawn. 90 seconds is all it takes! 
Cost? As little as 22 cents per 
paper 10” x 16”—so inexpensive you 
won't have to file plates. Simply 
make another from your original. 


OZALITH 


—T-Jal tip 4-leMl tel -Jiiha-) 
t= 1 el-lae-lalemVielaslial laa) 
Offset Plates 


Ozalith plates give you top-quality 
reproduction. They take ink well... 
give you clean, sharp impressions. 

Try Ozalith platemaking yourself. 
Call your nearest Ozalid distributor 
for a demonstration—with your orig- 
inals. His number’s in the phone 
book. Or write for your free copy of 
this new brochure to: Ozalid, Dept. 
I-6, Johnson City, New York. 


ae a 


Product of Ozalid Division 
General Aniline and Film Corporation 


in Canada: Hughes Owens Company, Ltd., Montreal 


For More Information Circle No. 214 
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“Bunn Tying Machines save time 
... when the need is greatest’’ 


Says Louis A. Weicker, Executive 
Vice-President, Commerce Clearing 
House, Inc., Chicago, Illinois: “One of 
the key operations in this business, 
coming at the time when train sched- 
ules must be met, is bundling and tying 
our tax and business law reports. 
Every day thousands of loose leaf re- 
ports on new tax and business law 
developments must be assembled and 
tied into bundles to meet post office 
requirements and help get them to our 
subscribers quickly. 

“Bunn Package Tying Machines save 
us time ... by tying these thousands 


PACKAGE TYING MACHINES — SINCE 1907 


B. H. BUNN COMPANY 


of reports ten times faster than hand 
tying.” 

Here’s how Bunn Package Tying Ma- 
chines can save you time and money: 
Faster tying: A tension-controlled 
wrap and tie made in 1% seconds. 

No manual change-overs: Adjust au- 
tomatically to varying shapes. 
Slip-proof knot: Postmasters every- 
where approve the Bunn wrap and 
knot. 


Simple operation: Beginners become 
experts in a few minutes. 


B. H. Bunn Co., Dept. OF-66 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates the 
many advantages of Bunn Tying Machines. 


Name 
Company 
Address 


For More Information Circle No. 198 
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How XEROGRAPHY 
cuts duplicating costs *10,000 a year 


SPEEDS PAPERWORK 
for the 


Me it 


The Matson Navigation Company is an 
oldtimer on the West Coast. Seventy-three 
years ago Capt. William Matson charted 
his initial voyage, and his company’s 
course, to Hawaii. Today 18 modern 
freighters ply between there and the main- 
land, and the luxury liner Lurline is also 
on the Hawaiian run. Four company hotels 
dot Waikiki Beach, and a subsidiary car- 
ries cargo to Australasia. 

For such extensive operations, much pa- 
perwork is necessary. Duplicating essential 
documents was once a major bottleneck, 
and many other items were balked entirely 
by prohibitive production costs. Today, all 
is different. Though everything is wanted 


in a hurry, versatile xerography—the clean, 


The LURLINE, Matson's world-famous luxury liner. 


fast, dry, electrostatic method of copying 
delivers on time and often ahead 
Convenience and flexibility make xerog- 
raphy a highly desirable production aide 
Matson uses it daily for 12 departments, 
producing every type of informative bulle- 
tin from a two-person freighter passenger 
list to a 300-page management report. Es- 
timated savings exceed $10,000 a year. 
Versatile xerography provides the solu- 
tion to your copying needs. Originals may 
be enlarged, reduced, or copied same size 
Masters may be prepared from opaques o1 
two-sided copy Let us show you with facts 
and figures how xerography can cut your 
duplicating costs for all types of paperwork 


WRI TE for ‘‘proof of performance” folders showing how xerography is saving time 
and thousands of dollars for companies of all kinds, large and small. 


THE HALOID COMPANY 


56-18X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


{ ZE-ROG-RA-FEE} 


The fastest, cheapest, most versatile way to make masters for duplicating 


For More Information Circle No. 195 
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Suddenly her job’s a joy with Clary’s easy 
multiplication and division—Power Controls—comfortable 
keyboard—hummingbird speed and humming quietness. And 
now a choice of 5 Clary colors, in 10-Key or Full Key! Just 
call the nearest Clary dealer or Factory Branch 

Office in your yellow pages. 


—— BUSINESS MACHINES DIVISION 
: CLARY CORPORATION 
SAN GABRIEL, CALIFORNIA 


creator of modern adding machines and cas registers... for America and the world. 


For More Information Circle No. 190 
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Bevco ventilated comfort 
keeps her fresh and alert. 
Confident of her appear- 
ance, she does better work. 





& Adjustments 
Spring Action Back 
Extra Large Seat 





Hooded 
Casters 


Protect 
Hot office seats Bevco Girls a 


cause clinging, _ stay fresh, are 
wrinkled clothes, more efficient 
reduce efficiency. workers. 


For the Executive, Too! 


Bevco Cushioned Comfort with 
complete Ventilation for the entire 
body sets new standards of comfort. 


Even in air-conditioned offices, 
Bevco ventilation is needed to allow 
body heat to escape. 


Ask your dealer for free trial 
or write for literature. 
Bevco Chairs 
Are More Comfortable, 
Cost Less—Wear Longer. 


For More Information Circle No. 326 


|B ; : \ ] CO PRECISION MANUFACTURING COMPANY 
A 831 Chicago Avenue, Evanston, Illinois 
















moved with contents intact. Write for illustrated Spacefinder literature today. 


Ty ot- hele em ako K—s Qe me My —: 
-— += te at — ie oe ie oo Wy ot - Val = ok oc le os hos ok — ie vg 


*Independent surveys comparing shelf and drawer filing show approximately 
50°% savings in personnel TIME. No time wasted opening, closing drawers.’ 
Doors give shelf work surface. *Floor SPACE savings amount to 42-50°/, due to 
greater capacity, 30-inch aisles. *When you save time and space, you save 
MONEY. Doors protect against dust, dirt and fire. Welded Spacefinders can be 





om © a 





, we - a oe © ae Ot Ole wae. | 
For More 
Information 
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For the best in 
USED MONROE 
CALCULATORS 


You can depend on the quality and condi- 
tion of our used Monroe Desk Calculators 
—offered by the only outlet directly author- 
ized by Monroe to distribute equipment of 
this kind. 


CALCULATOR EQUIPMENT CORPORATION 
556 Central Avenue, Orange, New Jersey 


For Mcre Information Circle No. 237 
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..e AND YOU’RE SURE 
TO FIND IT AT... 


“The Complete Line — that Stands the Test of Time” 








For whatever purpose... or whatever grade... you'll find 
a Storms ribbon that will do the job efficiently. Hero are 
some of the ribbons being sold by profit-making Storms 
dealers all over the country... 








TYPEWRITER RIBBONS 


H.M.S. “Prima” Silk Cameo Brand 

H.M.S. Woven Edge Silk American Brand 

H.M.S. “Inkt-Rite” Nylon Reliance Brand 

Stormtex Secretarial Stormtex Billing 

Records Eternal H.M.S. “Competent” 
“Special Inked” Typewriter Ribbon 








SPECIAL RIBBONS 


“ML-SAS” Offset Duplicator Multigraph Ribbons 
“DPR-3B” Diazo Process Reproduction Speedaumat Ribbons 
indelible Checkwriter Pollard Alling Ribbons 
Eradicator Ribbons Special Wide Ribbons for 
Adding Machine Ribbons Burroughs Posting 
Ribbons for Tabulating and Ribbons for Todd Protectograph 
other IBM Machines Ribbons for Todd Check Signer 
Ribbons for Addressograph Machines Time Stamp and Time Recorder Ribbons 
Dupligraph Ribbons Dater Ribbons 


H. M. STORMS COMPANY 


STORMS ILDIN ° 
STORMS BUILDING BROOKLYN 38, N. Y. yl 
Storms Building, Brooklyn 38, N. Y 
Gentlemen: 
() We would like to know more about the profit possibilities of Storms 
Ribbons. Please send complete information. 
(] We would like a copy of the Storms Catalog. 
NAME . 
COMPANY NAME_ 
ADORESS__ 








For More Information Circle No. 2 
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As pioneers in the transfer photocopy field and specialists in duplicating 
and copying equipment for over 25 years, we feel proud that this latest 
advance in photocopy machines bears the name “Copy-Craft.” 

From the graceful lines of its functional design to its simplified, smooth- 
action operation, the Copy-Craft Photocopier is the ultimate in fine work- 
manship and quality. And, this compact, handsome machine in gray-green 
plastic is a beautiful asset to any executive office. 

Designed for use with top quality transfer process papers such as the 
Copyrapid, Gevacopy or Copy-Craft brands, this machine will make perfect 
copies, including transparencies and film for diazo or offset use, even under 
fluorescent lights. 

Write or phone for full details. 


Available through the branch offices and franchised dealers of 


COPY-CRAFT inc. 105 cuamsers STREET, NEW YORK 7, N Y. + BArclay 7-4150 


CARBON PAPER AND RIBBONS DUPLICATING. PHOTOCOPYING AND SYSTEMS MACHINES ANO SUPPLIES 


For More Information Circle No. 197 
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Famous Davidson 
2-cylinder principle 


All controls on the 
DAVIDSON DUAL-LITH Model 
242 are right at your oper- 
ator’s finger-tips. She changes 
masters quick as a wink, starts 
and stops the machine, auto- 
matically washes the blanket, 
controls paper feed, raises 
and lowers ink and dampening 
solution rollers, checks the 
counter — all from a sitting 
position! New ease, new speed 
for short run offset, and it’s 
best in the “long run,” too, 
with up to 6,000 impressions 
per hour. Automatic features 
mean no mis-feeding, no 
double-feeding, no ragged 
delivery. Clear, crisp copies 
all the time. 


4 


* smameinds 13” 


qa + THE wor.o'’s 
i) 


“teson ovat - 
DAVIDSON CORPORATION °°° 

29 Ryerson Street, Brooklyn 5, New York 

(0 Send brochure on DAVIDSON DUAL- 

LITH Model 242. 

(0 Send Technical Bulletin on Simultaneous 

Oo 

N 


Davidson two-cylinder principle gives 
you — on one machine — offset, simul- 
taneous two-sided lithography, dry 
offset, letterpress, imprinting from 
Linotype slugs, Davengraving, num- 
bering and perforating. 


Two-Sided lithography. 
Arrange a demonstration in my locality. 


| DAVIDSON CORPORATION 
Davi son A Subsidiary of Mergenthaler Linotype Company 
29 RYERSON STREET, BROOKLYN 5, NEW YORK 
Distributors in all principal cities 





Firm 
Address 
a State. 








Peer aesew eee ee wees eans 
heceeecese ees esas aaae 


Text set in Linotype. Headings in Davidson ProType 


For More Information Circle No. 238 
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Hi, BILL. MIGHTY FANCY WOLF 
WAGON. DO ALL SALESMEN IN 
THIS OUTFIT MAKE THAT KIND OF 
MONEY THE FIRST YEAR ? 


IT DEPENDS~ | HAD IT 
ROUGH UNTIL | FOUND A HOT 
ITEM EVERY OFFICE NEEDS 
AND EVERYBODY LIKES. THIS 
1 CAN SELL 


BOSS LIKES 
iT TOO BE- & 
CAUSE I'M DOING 
AT LEAST 10% MORE! 
LETTERS WITH 
LETTEREX — AND 
—— | YOU KNOW HOW COST- 
CONSCIOUS HE IS. ++ 
\\HE’LL SEE YOU NOW. 


"I 


NOW. WANT TO 
COME ALONG 
AND WATCH THE 


4 Wis ie i" Z 
el RN VA | 


| UNDERSTAND, MR. JOHNSON THAT 
LETTEREX HAS INCREASED YOUR 
TYPING PRODUCTION 10Z. 


YES INDEED, AND SINCE OUR 
AVERAGE WAGE IS #60 A WEEK, 
IT MEANS #6 AWEEK SAVED 
FOR EACH GIRL IN THE PLACE. 
KEEP US IN LETTEREX ~ FROM 
NOW ON. 


MISS HOPE,HOW DO YOU LIKE 
THAT LETTEREX | SOLD —_ 
LAST WEEK ? pe 


\ 
\\ 1 


’ AW ly ie 


LET TEREX is truly a dream item — one that every office worker 


needs and one that every office worker (and the boss) likes. 


It’s easy 


to sell for it does away with old fashioned carbon paper and second 


sheets, keeps hands clean, and boosts typing production. 


Once you 


make a LETTEREX sale, the order repeats and repeats. 


Learn the LETTEREX story; 


wire for details to 


write or 


LETTEREX 


1640 Connecticut Ave., N.W., Washington, D.C. 


For More Information Circle No. 167 
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A New 
Star Is 
Born! 





This page is part of the exciting color-spread now appearing 
in U. S. NEWS & WORLD REPORT and BUSINESS WEEK 
announcing the sensational new Johnston Adding Machine. 


It is the first of a series of advertisements scheduled to 
appear in leading national magazines throughout 1956. 


The Johnston is sold and serviced exclusively by Office 
Machine Dealers. If you are interested in becoming an 


Authorized Johnston Dealer write, wire or phone immedi- 
ately to the address below for full details. 


ERMAN WAY, NORTH HOLLYWOOD, CALIFORNIA 


THe Orrice—June, 1956 





FLOATS OUT 
HECTOGRAPH, RIBBON, 
CARBON, INK STAINS—< RG KK & 
GENTLY, SAFELY! |, Z 


ae 
Clean Hands gently 


removes stubborn office 

stains—including 

hectograph dye—without 

resorting to harsh abrasives and 

solvents. Your girls will thank you 

because it ends “‘chemical hands” and esas 

cracked cuticles . . . ends scrubbing, too! at THe MODERN HAN? 


orrict 
When Clean Hands is applied before starting ae HOmeE Be egeroR’ 


the office day, annoying stains can’t set. 
Grimiest grime rinses away effortlessly 


NO naRrsH 


free sample ** Soe 
o Win s@eeeeeeeecee 


aie COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
a 966 Herb Hill Road, Glen Cove, N. Y. 


Send for this free Fill in and send with company letterhead. 
sample bottle. Just 
fill in and mail 
with your company 
letterhead. 


Name 





Company 





Street. 








City Zone ae oe 7 


For More Information Circle No. 234 
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NE 
Books 


WRITING OUT LOUD by Nathanael E, Bentson. 
Government Printing Office, Washington 25, 
D. C., 22 pp. 15 cents. 


tech 
humorous 


Designed to 
this booklet 


improve dictating 


niques, with its 


slant on a serious business subject has 
Navy 
Department where it originated, Ask for 


Catalog No. D-201.2: W935 


received wide acceptance in the 


TECHNIQUES OF 
SPIRIT 
Office, 


MANUAL PREPARATION OF 
DUPLICATORS. Government Printing 
Washington 25, D. C., 6 pp. 10 cents. 

Another illustrated Office 
Handbook prepared by the 
Office, 
cating with emphasis on master prepara 
both aniline and color 

Catalog No. D-201.6/7 


Equipment 
Navy Man 
agement this covers liquid dupli 
tion for 


Ask for 


free dy es. 


:804.1. 


OFFICE WORK AND AUTOMATION by Howard 
S. Levin. John Wiley & Sons, 440 4th Ave., 
New York 16, 216 pp., $4.50. 

this work 


automatic 


Written for businessmen, 
deseribes the 
ottice 


point. 


techniques of 
operation from management’s view 
as well 


It carries words of caution 


as encouragement. A section on opera 


indicates how modern 
equipment can realize the 


those who preached scientific 


tions research 
dreams of 
ottice 
half-century ago. The 


— 
) 


man 
author 
Services, Ine. 


agement a 
is a consultant for Ebasec 


THE TREATMENT OF SPECIAL MATERIAL IN 
LIBRARIES by R, L, Collison. Aslib, 4 Palace 
Gate, London W.8, England; 12 shillings, 6 
pence. 

and enlarged edition of 
Arrangement and Filing 

of Special Material in Special Libraries’’ 


A revised 
‘*Cataloguing, 


containing new chapters on pamphlets, 


and business archives, 


and 


negatives prints, 


filmstrips newspapers and _ periodi 


cals, 
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| Numbering Machine 
(} Jobs go Faster 


Automatic, all-purpose numbering 
machine speeds up dozens of every- 
day jobs in office or plant. (Provides 
consecutive, duplicate or repeat num- 
bering.) See your dealer or let us 
send our catalog “How to Select a 
Numbering Machine.” 











Specify FORCE for the Finest 


COZ, 
WM. A. FORCE 


2ZI6O NICHOLS AVENUE, 


For More Information Circle No. 216 





| Clear Your meg For Action With This 


CURMANCO 
LETTER SORTER 


Saves time.. 
tion. Clears your desk. 
Handles, sorts, classifies, 
distributes work. Electrical- 
ly welded in one piece. 
Olive Green, Brown, Gray. 


Letter Size ... .$7.50 Legal Size . $9.50 
F. O. B. Factory. Two or more prepaid. 


CURRIER MFG. CO., St. Paul 8, Minnesota 


For More Information Circle No. 217 


. invites ac- 
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FLOATS OUT 
HECTOGRAPH, RIBBON, 
CARBON, INK STAINS—> x i & 
GENTLY, SAFELY! =, V4 


Clean Hands gently 

removes stubborn office 

stains—including 

hectograph dye—without 

resorting to harsh abrasives and 

solvents. Your girls will thank you 

because it ends “‘chemical hands” and mM 

cracked cuticles . . . ends scrubbing, too! a THE MODERN HANO 


orice 
When Clean Hands is applied before starting aii . hOmeE Bap pacTor’ 


the office day, annoying stains can’t set. 
Grimiest grime rinses away effortlessly 


free sample 
i0@0eee30eaeeoeoe eee 0 


COLUMBIA RIBBON & CARBON MFG. CO.), Inc. 
966 Herb Hill Road, Glen Cove, N. Y. 


sample bottle. Just 
fill in and mail 
with your company 
letterhead. 


Name 





Company 





Street 





& 
e 
Send for this free Fill in and send with company letterhead. 4 
* 
* 





City Zone State. 


For More Information Circle No. 234 
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WRITING OUT LOUD by Nathanael E, Bentson. 
Government Printing Office, Washington 
D. C., 22 pp. 15 cents. 


25, 


tech 


humorous 


Designed to dictating 


this booklet 


improve 


niques, with its 


slant on a serious business subject has 


the Navy 
where it originated. Ask for 


201.2: W938. 


received wide acceptance in 
Department 


Catalog No. D 


TECHNIQUES OF MANUAL PREPARATION OF 
SPIRIT DUPLICATORS, Government Printing 
Office, Washington 25, D. C., 6 pp., 10 cents. 


Another illustrated Office Equipment 
Handbook prepared by the Navy Man 
Office, this covers liquid dupli 
cating with emphasis on master prepara 
both 

Catalog 


agement 


aniline and color free dyes. 


No. D-201.6/7: 


for 
for 
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Ask 


804.1. 


Howard 
4th Ave., 


OFFICE WORK AND AUTOMATION by 
S. Levin. John Wiley & Sons, 440 
New York 16, 216 pp., $4.50. 
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automatic 


for businessmen, 
the of 
operation from management’s view 


Written 
deseribes 
oftice 
point. It 


techniques 
carries words of caution as well 


as encouragement. A section on opera 
indicates how modern 
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those who preached scientific office man 
The author 
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LIBRARIES by R. L. Collison. 
Gate, London W.8, England; 
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MATERIAL IN 
dslib, 4 Palace 
12 shillings, 6 


A ‘revised and enlarged edition of 
‘*Cataloguing, Arrangement and Filing 
of Special Material in Special Libraries’’ 
new chapters ‘on 
prints, 
newspapers 


containing pamphlets, 


negatives and business archives, 


filmstrips and and periodi 


cals. 
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] Numbering Machine 
(} Jobs go Faster 


FORCE 
190 


Automatic, all-purpose numbering 
machine speeds up dozens of every- 
day jobs in office or plant. (Provides 
consecutive, duplicate or repeat num- 
bering.) See your dealer or let us 
send our catalog “How fo Select a 
Numbering Machine.” 


Specify FORCE for the Finest 


WM. A. FORCE 


BROOKLYN 8 











ZIG NICHOLS AVENUE, Ls 


For More tnformation Circle No. 216 





| Clear ¥ Your Desk For Action With This 


CURMANCO 
LETTER SORTER 


Saves time... 


tion. Clears your desk. 
Handles, sorts, classifies, 


invites ac- 





distributes work. Electrical- 
ly welded in one piece. 
Olive Green, Brown, Gray. 


Letter Size ....$7.50 Legal Size . $9.50 


| F. O. B, Factory. Two or more prepaid. 


| CURRIER MFG. CO., St. Paul 8, Minnesota 


For More Information Circle No. 217 
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how to save 
executive time 


Can you produce at a moment's notice all 
the facts on a given subject? 


Apply This Simple TEST to reveal whether or not 
Executive Time is being wasted. 
If you can’t answer YES to each of these questions your filing system 
undoubtedly needs reorganization. 
1. Can you always get a record from your files in one minute? 
2. When you get information from your files, are all the facts in one folder? 
(You should not have to ask for several folders. ) 
When you take a record file to a meeting or conference, does it contain 
every bit of written organizational comment on the subject? 
As you make decisions does your file material on the subject give you 
the complete picture? 
5. Do you have an organized plan for purging your files of extraneous 
material... are you channeling this material to proper subordinates? 
6. Today, is your filing system geared to handle tomorrow’s expansion? 
If you answered NO to any of these questions, it will be worth your while to send 
for our new folder on Subject Filing. It explains how tremendous time (and 
money) savings can result from a top-notch subject file .. . designed for the exact 
needs of your business. Write today — Room 1642, 315 Fourth Avenue, New York 
10. Simply ask for BSD46. 


Memington. Ftand. 
DIVISION OF SPERRY RAND CORPORATION 


For More Information Circle No. 192 
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HOW TO REDUCE 
YOUR CLERICAL COSTS 


FRED E. SHELTON JR. 


Office Manager, Standard Register Co., Dayton, Ohio 


HE VERY CORE of this problem 

in any office—large smali—has 

been generally overlooked. This core 
is your office employees. They control 
the effectiveness of every operation. 
You can streamline your systems, scienti- 
fically design your forms, install the 
most adequate machines, and yet be 
contronted with a problem of redue 
ing paperwork when you launch a pro 
gram to reduce office costs. 

The mere provision of benefits to em 
ployees is not the answer to the problem. 
In fact, some may have created problems 
for themselves by offering things which 
they thought were benefits. Children 
will enthusiastically accept a new, 
bright red toy and later be found play- 
ing contentedly with an old soap box 
converted into some imaginary object, 
because they made it all by themselves 
and only they know its identification. 

In the October 1942 issue of Philadel- 
phia, Eugene Benge wrote, “Tabor 
will develop leaders with statesmen- 
like qualities who will see the necessity 
of increasing present capacity produc- 
tivity and will think of security in terms 
of dynamie development, rather than 
sheltered incompetence. The common man 
will feel that he has rights, and public 
opinion will support him in his feeling. 
Many managements will disappear be- 
cause of their inability to adjust to 
the new conditions” In other words, 
the soap box of childhood days will con- 
tinue to take precedence over the new, 
bright red toy. 


or 
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When reducing’ paperwork, there are 
four where we will find 
our troubles: (1) our supervision, (2) 
our habit patterns, (3) our servile at- 
titudes, (4) our methods of administra 
tion. These four areas hold the key 
to our problems even in the face of 
new office streamlined sys- 
tems, the latest and most adequate tools, 
and scientific management. 

First, let us examine our super 
visory employees and their jobs. Our 
supervision is charged with the respon- 
sibility of overseeing the work of em- 
ployees in their departments. This, for 
the most part, is a full-time job, not 
the part-time job that most of us make 
it. Our supervisors should be managing 
managers, not working managers. Surely 
the exception always proves the rule and, 
in many small operations, it is judicial 
to employ a working supervisor. But 
most of us have the exception as a 
rule in our offices. 


areas most ol 


machines, 


Everytime we allow our supervision 


to perform work that is handled by 
the rank-and-file employee, it costs us 
too much to get the work done. I have 
seen supervisors try to impress their su- 
periors by having their desks piled 
with work every day. This kind of 
supervisor seems to run his job by 
having his fingers on every detail in 
his department. He no doubt feels he 
is a weak supervisor if someone asks him 
a question which he cannot answer im- 
mediately in every detail. This trait re- 
veals one weakness: the supervisor is a 
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human being and as such has definite 
limitations. Only occasionally will we 
find a person who seems to have many 
hands. Most of us ean do just so much 
and then our work piles up or we turn 
out bad work. 

We cannot spend all our time doing 
the work and have any time lett to over 
see the work of others. Use the money 
that we spend for supervision, to super- 
vise. Hire cheaper labor to get out pro- 
duction. 

The important part of 
seeing is to be constantly alert to bette 
and doing the job. No 
supervisor should concentrate on doing 
the functional work of his department. 
He should have time to study his de 
partmental jobs and find ways to reduce 
the cost of doing the work. Dr. Jucius of 
Ohio University has said that 
the office is 25 years behind the tactory 
in the application of most management 
methods. The foremen in our factories 
are managing foremen, not working 
foremen. What would our mass produc- 
tion methods be today if they had been 
installed and administered under no 
more managerial control than could have 
been given by a working foreman? 

Our involves our habit 
patterns, an interesting subject because 
we all have experienced remarkable et- 
fects on our very own lives due to habit 
patterns. How many times have you 
been driving in traffic and talking with 
your riders when a sudden interruption 
you to concentrate on shifting 
and almost tear every gear out 
of the transmission? This happened be- 
cause we interrupted our pattern of 
habit which was driving the ear. 

Apply this situation to our office 
jobs. We go through a lot of motions 
every day. We do not have to think very 
hard to go through most of these notions. 
The engineer ¢!ls this learned action. 
Unconscious is natural. It is 
necessary that we have this ability. We 
would go berserk if we had to 
methodically think out every act. How- 
ever, this creates a problem which E. 


most over 


easier Ways ol 


State 


second area 


caused 


gears 


action is 


soon 
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H. Van Delden, director of industrial 
relations at Libby-Owens-Ford Glass Co. 
describes as “the inevitability of gradual 
being rushed. 


ness.” People resent 


It took men to 
admit there was any other way to take 
shirt than by pulling it 
one’s head. When anyone 1s too anXious 


about 600 years Tor 


oll a OVel 


to have his ideas accepted, he creates 
his own resistance, Timing is paramount 
in methods Improvement. People may 
resist change but I maintain that people 
don’t What we 
resist is the habit 
pattern because this interruption makes 
to think about what we are 
doing. To learn the new method .we have 
to think and we 
the easy way ol 


resist change as change. 
interruption of our 
It necessary 
would rather go along 
habit 
how 


Regardless of wood are the svs 


tems we use, there is always the pos 
sibility and probability of a better and 
more efficient way to pertorm the same 
The habit pattern wants us 
same thing in the same way, 
day in and day out, although we know 
that today’s method will be obsolete to 
morrow just as the methods of yesterday 


operation. 


to do The 


are obsolete today. To this seeming] 
impossible situation I like the definition 
which R. C. Ludlow of RCA. Vietor Co., 
Ltd., gave the Ottawa NOMA Chapter: 
“Work simplification is than a 
study of methods .. . it is intellectually 
attitude ... a 
technically 
it is a science of management.” Progress 
will not continue torever 
doing things in way. We 


more 


mind or 
philosophy o! progress 


a state ol 


allow us to 


the same old 


must improve our ways of doing things 


Most of us welcome 
change when we see in it some personal 
benefit but we tor our- 
thine benefits 


we must change. 
want to decide 
whether or not a 
us personally. 


selves 


Here we have a clue for the approach 
to the change of habit pattern. If we, 
and every employee, want to change 

we will. People will follow a_ habit 
pattern that they themselves work out, 
but no one wants to be reformed by 
Your approach should 


anyone else. 
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cause your employees to decide them- 
selves that a change is necessary and 
proper. Let them see that the change 
s better than the old method. Our prob- 
lems of reducing paperwork will be 
more easily solved if we, through our 
managing managers, can cause employees 
to seek and use a better way of doing 
their jobs. 

The third area is servile attitudes. We 
pay our employees for two things: to 
do the job, and do it effectively. There 
is a difference. It seems almost universal 
to accept every statement of our supe- 
riors at face value. It has always been 
that way so someone must want it done 
that way and that is the way I’m going 
to do it. They can’t say that I didn’t do 
what I was told. That’s what I’m paid 
for...oris it? Is that what we actually 
pay employees for . .. to follow lke 
sheep ... to be two-legged mice follow 
ing the old Pied Piper into the moun 
tain of wasted paper, time, effort? 

I don’t think so. We all have some kind 
suggestion systems in our offices so 
we don’t really believe in this philoso- 
phy, yet we allow our offices to drift 
into this attitude in many instances. 

What are you doing in your office 
today that lets each and every employee 
know in no uncertain terms that he is 
part of the team with a responsibility 
to not only do the job for which he was 
hired, but to do it effectively? Does your 
supervision get their orders from the 
front office via a one-way communica- 
tion line? Do your supervisors sit down 
and help formulate policies and prac- 
tices and voice their opinions, or do they 
vet the rules in a little book and are 
told to put them into effect? Does the 
rank-and-file employee get the opportu- 
nity to sit in a departmental meeting 
and solve departmental problems, or 
is he simply told what to do? Don’t for- 
get that ordinarily there are two motiva- 
tions which cause a person to work ef- 


—>- 


OFFICE PINUPS by Rochester Ribbon & Car- 
bon Co., National Cash Register Co., Bur- 
roughs Corp., Haloid Co. 
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fectively. One is fear; the other, respect. 

Today employees are not fearful. 
That leaves us with the second motiva- 
tion, respect. The greatest cruelty is to 
be ignored or treated as one of an im- 
personal group. This will not cultivate 
respect, either in supervisors or workers. 
We all want to feel important and to 
be fully informed. If we as office man- 
agers fail to develop a means of ac- 
complishing this, we cannot hope to 
have anything better than a servile at 
titude among our employees. Funda 
mentally we are all sentimentalists. We 
will follow our bosses. We will mirror 
those who lead us (and I use the word 
“lead” loosely). Occasionally we will 
find a gem of an employee who will come 
up with a questioning attitude on his job 
and pin the boss down to a reason 
for doing it that way. But, without a 
definite program to develop that at 
titude, we usually find that the fellow 
who balks following the gang, does so 
because he just doesn’t want to go, not 
because he wants a better way. 

The work simplification approach 
has one great big keyword: question. 
We say question every detail, ask why 
it was done in the first place, why it is 
done now, why is it done in that way, ete. 
How can we hope to examine the de- 
tails of a job if the employee is not 
encouraged to have a questioning at- 
titude? What if the boss is wrong, or 
the method is wrong, because someone 
made a mistake. Who except the worker 
can stop it before the damage is done? 
A servile attitude is damaging to many 
of us. Although having native ability, 
we just follow the established path and 
refuse to make a change until the neces- 
sity for the change becomes so obvious 
that we make it because we are afraid 
will get on us about it. We 
make the change to avoid criticism, not 
to improve our way of doing the job. 


someone 


A program of reducing office costs 
cannot be successful if we are content 
to live with an attitude that says the 
way we are doing things is the proper 
way because that is the way someone 
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wants it done, and that is the way it 
has always been done. 

The fourth and last area is our meth- 
administration In the throes 
of a cost reduction program, I believe 
we are olten prone to be penny-wise and 
pound-foolish. It is sometimes neces- 
sary to spend money to save money 
even in a cost reduction program. We 
have little trouble wisdom 
of this when it comes to buying a ma- 
chine that will replace employees or 
double production without hiring addi 
tional employees. We often can do the 
same thing by hiring a specialist or an 
expert who can organize a program 
for us and eventually save us money in 
operating costs. I remember a situation 
where a $5000-a-year man was hired to 
head a program in the office. 
The first year his program did not save 
enough to pay his salary, but the con 
tinuing effects of the program he in 
stalled gave the company an accumula 
tive saving which more than paid his 
salary after several years of operation. 


ods ol 


seeing the 


specihe 


It is not uncommon for the factory 
to hire an industrial engineer or a 
methods and system man, but how many 
offices have a skilled man in charge of 
their methods and systems? What have 
we done in the field of multiple manage- 
ment? Following the simple principle 
that two heads are better than one, why 
don’t we organize our supervision into 
a group which can sit around a table 
and discuss our problems, acquaint one 
another with all phases of the problems, 
create sub-committees and deal speci- 
fically with the problems of the office. 
In such a group, the groundwork can 
be laid to bring, to the rank-and-file em- 
ployee, the spirit and the technical in- 
formation which will be the best or- 
ganized attack on the problem of habit 
patterns and servile attitudes. 

Remember that the biggest part of 
your dollar is labor and _ allied 
costs. Irrespective of what a man’s man- 
agement title might be, from president 
to group leader, he has a certain goal 
or result for which he is responsible. 


cost 
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In general terms, that goal is to get out 
a certain quantity of work, of prescribed 
quality, within a given time and at al- 
lowable cost. His present and future 
value to his comapny is judged by his 
ability to meet or exceed his goal. He 
cannot alone and unaided meet his 
quantity, quality and cost goal. He must 
depend on those who actually do the 
work. In turn, the man doing the work 
is the one who should be in a position, 
both mentally and technically, to make 
the improvements on the job. Then and 
only then do we have sound job stability 
ot a kind that the rank-and-file employee 
can understand. . 

There you have four areas in which I 
think we can find many solutions to 
our problem of reducing paperwork. In 
summary, let’s outline some specific 
ways that we can apply and get directly 
at this cost reduction problem. 

One thing we can do won’t cost us 
anything except time. We can organize 
a work simplification program for our 
supervision. Each and every supervisor 
can be taught the six steps in a work 
minimum 


simplification program in a 
of six weeks by covering one step each 
week : 


1. Teach them how to select a job 
for simplification, pointing out that 
experience has taught us the fertile 
fields lie in the bottleneck, the job which 
takes a lot of time, the job which takes 
a lot of running around. 

2. Teach them how to break down the 
job to give us a complete and accurate 
picture of what is being done. Someone 
has said that a problem well stated and 
written down on paper is half solved. 
Job breakdown provides a way to get 
every detail of the job down on paper 
so that we can actually see, sometimes 
for the first time, what is really being 
done. 

3. Question every detail of the job. 
Ask why, in at least six different ways, 
of each of the steps which we have 
written in the job breakdown. Opinions 
and impressions begin to disappear when 
we ask the question, “Why?” Only then 
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SINCE 1944, THE OFFICE Magazine's Schul- 
hof Awards have been made annually to 
the two members of the National Office 
Management Assn. whose addresses before 
local NOMA Chapters are adjudged best of 
the year by a national committee of NOMA 
members. Each winner is presented with a 
certificate and a $100 U.S. Savings Bond at 
the annual NOMA conference. Winning 
papers (of which this is one) are published 
in THE OFFICE. The other 1956 award 
paper will appear next month. 





do facts begin to take form. 

4. Develop the improved method. This 
is not a distinet step in that it abruptly 
follows the questioning step, but it be- 
gins while we are still in the questioning 
step. Many an improved method comes 
simply from organizing the notes which 
are made during the questioning. 

5. Install the improved method. When 
we install anything in our offices today 
we find that our problems fall into just 
two classifications: technical difficulties 
and human difficulties. The work simpli- 
fication approach helps us to overcome 
both of these. The questioning step 
highlights the technical aspects, in most 
cases causes us to seek the solution in 
advance, and helps us to foresee pitfalls 
along the technical way. The multiple 
or team attack of the problem will au- 
tomatically lay the foundation to over- 
come the human difficulties. 

6. Follow-up. In many respects this 
is a most important step because the 
solution, no matter how good it was 
when installed, will certainly not solve 
your problem and help you reduce costs 
unless it produces savings. It cannot 
possibly produce a saving unless it is 
continuously applied to the work at 
hand. 

We are not out to make experts of 
our employees. Our objective as E. J. 
Lynch of Sylvania Electric Products, 
Ine., puts it, “Is to apply production 
line reasoning to office methods and 
controls.” This is the most effective 
way to bring about substantial savings 
in office operations. 

Our friend, the late Coleman Maze, re- 
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Four Factors Keep Clerical Costs 
1. Supervision. 
2. Habit Patterns. 
3. Servile Attitudes. 
4. Methods of Administration. 








minded us rather forcibly that it is not 
the hours put in, but it is what’s put 
into them that counts. Your employees 
are putting in the putting 
something into the hours, whether you 
realize it or not. I believe for the most 
part they are interested in_ putting 
something into the hours. In our 
company, several years ago, we conducted 
an opinion survey and the results told 
us in definite terms where we in manage- 
ment with the rank-and-file on 
all phases of the endeavor. We asked, 
“Do you feel it is worthwhile to con- 
stantly strive for better and more simple 
work methods in order to lower produc- 
tion That is purely a_ work 
simplification question. We were amazed 
at the answers to it 93% ot 
our people sald they felt efforts 
were worthwhile, important and neces- 
sary. Their comments showed a clear- 
eut trend toward the thinking that if 
you give an employee a chance to feel 
participating in the operation 
of a company, you will increase his job 
satisfaction. When you increase his job 
satisfaction, you ability 
and desire to produce. Increased produc- 
tion and reduced costs go hand-in-hand. 

Another thing that we did to solve 
the problem of reducing paperwork in 
our office money to 
finance one man in applying the prin- 
ciples of quality control to many of 
our office operations. In three installa- 


hours, or 


own 


stood 


costs 97? 


because 
such 


he is 


increase his 


was to set aside 


70 


have already shown a 
savings ot $2,500 
$5,000 tor 


tions alone we 
dollar and 
against an expenditure of 
the program. Think of the continuing 
effect of these savings . truly a cost 
reduction investment that will pay divi 
dends for years to come, not to mention 
the intangible benefits received through 
better quality of work. This same prin- 
ciple can be applied to the establishment 
of a full-time staff or a part-time tne 
and staff methods man to spearhead 
work simplification programs in the 
office. Any man who has technical train- 
ing can lead and guide supervisors and 
rank-and-file employees in the use of 
work simplification tools, such as flow 
charts, flow process charts, work dis 
tribution charts, flow diagrams, and the 
like. We ean many times 
by spending money to make money. 

To effect office and meet 
the problems of paperwork, concentrate 
your thinking on the persons who are 
doing the job as well as the physical 
work itself because the core of the prob 
lem really lies in the application of the 
worker himself for which you are spend- 
ing by far the part of your 
dollar. 

This is why I believe that our wise 
friend, the late Coleman Maze, main- 
tained that the prime job of office man- 
agement today is to improve human re- 
lations. Here lie, I believe, the answers 
to solving our cost reduction problems. 


cents 


reduce costs 


economies 


greater 


cost 
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General clerical area in the new offices of Wakefield Co., Vermilion, Ohio, showing some of the 
310 translucent panels in the multipurpose ceiling. 


HE NEW OFFICE 
Wakefield Co., 


an architectural 


BUILDING of 
Vermilion, Ohio, is 
for high 
cycle, high voltage hghting equipment 
This building, designed by Outealt, 
Guenther & Associates, Cleveland archi 
tects, is single-story, 42 x 125 ft., of 
steel, conerete and tan brick with a full 
front of glass overlooking the valley ot 
the Vermilion River. The west and south 
walls are solid masonry to_ protect 
against summer afternoon heat and sky 
elare. 


showcase 


A multi-functional suspended ceiling 


extends throughout the office interior 


THe OFFICE 


June, 1956 


Office Building 
Designed for 
High Voltage, 

High Frequency 
Lighting 


and provides 100 footeandles of light at 
the inner wall. It contains sprinkler 
heads, and its functions inelude distri 


bution of conditioned air throuel 





An exterior view of the new office building of Wakefield Co. in Vermilion, Ohio. The office 
of A. F. Wakefield, president, is at left. 


acoustical baffles that reduce office noise. 
The bottoms of the baffles contain re- 
ceiving channels that mesh into the tops 
of steel and steel-glass movable parti- 
tions. This system of lighting and other 
services combined with movable parti- 
tions on 4-ft. modules is Wakefield’s 
Sigma-type architectural unit. 

The light diffusers are of rigid-arched 
Plexiglas framed in aluminum and 
swing down for maintenance of lighting 
or other ceiling utilities. The reflecting 
secondary ceiling between the diffusers 
and structural ceiling is painted white 
with 88% reflectance. Power is from the 
high frequency lighting system which 
delivers 400 volts at 840 cycles. 

According to R. D. Burnham, com- 
pany engineer who helped the develop- 
ment of the high frequency, high voltage 
lighting system, economy is the main 
reason for it. Savings are both direct 
and indirect. “They start with the lower 
cost of a small capacitor-type ballast 
compared with the larger conventional 
kind. This pygmy capacitor produces 


72 


from 8% to 12% more light from a 
lamp operated on 400 volts at 840 
cycles than the same lamp operated with 
a conventional heavier ballast at the 
usual 118 volts and 60 cycles. More 
light per watt consumed is measurable 
economy.” 

With the high frequeney system, it 
was possible to use two 400 or 600 ma 
would be 
required conventionally. Each extra 
lamp would have required its ballast 
and socket, and future re-lamping would 
have been increased 50% over the two- 
lamp system. Lab tests indicate that 
high frequency operation increases lamp 
life 12%. 

Additional economies inelude simpli- 
fied wiring, only one simple capacitor to 
start and operate the lamp. Only one- 
fifth as many cireuits are required for 
distribution. Size of distribution panels 
are materially reduced, and in some 
cases panels are eliminated entirely. 
Power consumption is reduced be 
tween 10% and 20%, depending upon 
type of lamps used. Since the original 


lamps in space where three 
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A private office on 
the wall side of 
building. Note that 
the only reflection 
is from the contrast 
of the white paper 
with the darker wall, 
indicating that the 
brightness of the 
ceiling, furniture and 
partitions is well 
balanced. 


cost of the Wakefield High Frequency 
Lighting System is about the same as a 
conventional 60 cyele system, it 1s 
expected that the records will show last- 
ing economies. Because of the reduction 


in size and weight of ballasts, there are 


Construction is keyed to the 4-ft. module of 

the lighting panels. Partitions can be moved 

at any time to change the size of offices. 

Photo shows how partitioning fits into acous- 
tical baffles. 
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economies in shipping and reductions ot 
costs in channel sizes and deadload on 
the structural ceiling. It was possible to 
install air conditioning equipment of 
25-ton capacity rather than a 30-ton 
system which would have been necessary 
with large ballasts generating more heat. 

Despite the large areas of overhead 
light and the great amount of glass par- 
titioning, there are no glare spots, either 
direct or reflected from working or other 
surfaces. Matte finishes on furniture 
and machines, and elimination of dark 
colored surfaces, bring the brightness 
contrasts well within the limits approved 
by the Society of Illuminating Engi- 
neers. Thus, the working environment 
is visually coordinated. 

Cost of lhghting the entire office at 
the rate earned by Wakefield (plant and 
office combined) is 24e an hour (21le an 
hour for air conditioning). Cost per 
person (31) is .008e. 

Apart from operating economies, at 
840 cycles there is no flicker visible even 
to those few whose eyes may be sensitive 
to the stroboscopic influence of 60 eycle 
operation. There are several other ad- 
vantages such as no feedback to cause 
radio interference. For more informa- 
tion on this type of office lighting 
Circle No. 356, . 
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The Alphabetical Name Index 


PETER J. DOYLE 
Records Management Analyst, U.S. Department of Agriculture, Washington, D.C. 


N THE LATE 1930’s and early 

1940’s, the Department of Agriculture 

devised and developed its own filing 
scheme: the Subject-Numerie File Sys 
tem. This is a system of filing by sub- 
ject, the numbers being used merely 
to avoid writing out the names of the 
secondary or tertiary breakdowns of the 
primary subjects. But the Subject- 
Numeric System, like any subject filing 
system, presented the question of how 
to find a letter when only the addressee’s 
name, and not the subject, is remem- 
bered. The answer to this was the Al- 
phabetical Name Index (ANT). 

The Alphabetical Name Index is cre 
ated simply by making an extra copy of 
the outgoing letter and filing the extra 


\ 


copy alphabetically. The ANI copy is 
recommended to be on a different color 
of manifold paper than the subject file 
copy, 1n order not to confuse the two. 
Thus, if the subject copy is on canary 
vellow onionskin, pink is recommended 
for the ANI file. At the time the elas 
sifier writes the file designation on the 
subject file copy, he also writes it on the 
ANI copy The yellow copies go into 
the subject file; the pink copies go into 
the ANI file. If you write often enough 
to the same person or firm, a special 
folder can be placed in the ANI file for 
that addressee. Within the special name 
folders, letters are filed by date. This is 
likewise true in the other ANI folders 
when more than one letter is written to 


a 


A view of the file department's office at the U.S. Department of Agriculture, Washington, D. C. 


i4 
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the same person, the most recent date 
being in front. 

Armed with the Alphabetical Name 
Index file, it is no problem to the file 
clerk or stenographer to have the boss 
ask for a letter when he can remember 
only the name of the addressee. A 
glance at the ANI copy is enough to 
tell where the subject-file copy and its 
related papers may be found. (One of 
the virtues of the Subject-Numeric Sys 
tem is that it brings together papers re 
lated to the transaction.) The 
Alphabetical Name Index file is retained 
for the same length of time as the sub 
file, 


same 


ject 


Years of experience in a large variety 
of offices have shown that not every sub- 
ject file needs a companion Alphabetical 
Name Index file. This ability to get by 
without the ANI is found in many offices 
in which the volume of correspondence 
is not large. It is also found in some 
offices in which a large part of the cor- 
respondence is case-filed by name of the 
addressee. (Another virtue of the Sub- 
ject-Numeric System that case-files 
by name, number, geographic location, 
ete., may be set up under any subject 
title when they are needed). The Agri- 
culture Department has hundreds of 
small, two- or three-man offices scattered 


1S 


A drawer of the Department of Agriculture's alphabetical name file of correspondence. 





ALPRABETICAL 


NAME 
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to 


FILE 
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throughout the country. Few, if any, 
of these have need for the ANI file, the 
subject file being sufficient. 

An effort was made recently to find 
out how much use was being made of the 
ANI file by those file rooms which main- 
tained that file. A questionnaire was 
prepared and sent to 19 file rooms by 
the Records Administration Division, an 
office which is responsible for records 
management in the Agriculture Depart- 
ment. The 19 file rooms which had been 
asked to furnish the desired information 
were rather small ones, each averaging 
an accumulation of 21 drawers of rec- 
ords yearly. Along with filing of rec- 
ords, their duties included the receipt, 
routing and dispatch of mail. 

The 19 file rooms reported that they 
had referred to the Alphabetical Name 
Index 4,705 times during a one-month 
test period for the purpose of determin- 
ing where the subject copy had been 
filed. During the month they had re- 
ferred to the ANI 1,668 times for other 
purposes, such as the routing of incom- 
ing mail, or checking on correct names 
and addresses of correspondents. The 
ratio of reference to the ANI to locate 
the subject file, as compared with other 
purposes, was about three to one. 


In size, the ANI files for the 19 file 
rooms averaged nearly one-fifth as much 
volume as the corresponding subject 
files. The questionnaires showed that a 
year’s accumulation of files included 71 
drawers of ANI files and 337 drawers 
of subject files. The individual file room 
ratio varied from 12 drawers of ANI 
and 36 drawers of correspondence in one 
file station, to two drawers of ANI and 
25 drawers of subject files in another. 
This wide range in the replies would be 
puzzling to one who offhand would ex- 
pect to see a uniform ratio in each file 
room of ANI to subject file. However, 
the wide range is explainable. 

One office reported that nearly all of 
its outgoing correspondence is case-filed 
by name of addressee under a certain 
subject title. For such addressees no 
alphabetical file copy is made, inasmuch 
as there could never be any doubt as to 
the location of subject copy. This office 
had reported the 25 to two ratio. An- 
other file room reported a ratio of two 
drawers ANI to 22 drawers of subject 
files. The explanation was that this file 
room served an office that was on the 
receiving end of bulky dockets coming 
in from field stations. The outgoing 
replies to the dockets were ordinary 


Inquiry desk in the 

file room of the U.S. 

Department of Agri- 
culture. 
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length letters. A third file room with 
a wide disparity between subject file and 
ANI reported that much of its mail was 
answered with form letters. No copy 
was made of the form letter, but a nota- 
tion of reply was marked on the incom- 
ing letter which was held for a short 
period. Since a follow-up letter was 
unlikely, there was no need for an ANI 
copy. 

One small agency, which accumulated 
only four drawers of 
yearly, had dispensed 


correspondence 
with the ANT. 
Another agency, employing more than a 


thousand employees, maintained — the 


ANI only for correspondence with mem 


bers of Congress. Only its administra 
filed in a 


room; its 


records 
agency file program records 
had been decentralized to the divisions 
which used them. 

Of the 19 file rooms reporting, 13 of 
them said that the secretaries in the 
individual offices also kept chronological 
files, in their desks, of the letters thev 
had written. Then, when the boss asked 
for a letter by the name of the ad 
dressee, the secretary would thumb 
through her desk file until she found it. 
If necessary to get the whole file for the 
boss, she could go to the file room and 
tell the searcher the date and what the 
letter was about, even if she didn’t know 
the precise subject file classification. 
This practice cuts down on the need for 
an alphabetical name index, but it is a 
time waster. 

The survey illustrated the fact that as 


tive were eentral 


A correspondence clerk of the Inquiries and 
Distribution Service, Office of Information, 
U. S. Department of Agriculture. 


files are more and more decentralized to 
the point of use, there is correspond 
ingly less need for the alphabetical name 
index. Further study would be needed 
to show how much of the lessened need 
for the ANI is due to the reliance ot 
seeretaries on their chronological 
files. The questionnaire replies also 
pointed out that the ANI is still a 
standby in larger centralized file rooms 
where the subject matter is likely to be 
broad and the volume of correspondence 
is heavy. It is also a standby in the 
file rooms which serve top level officials, 
where delay in finding a file cannot be 
tolerated. So the conclusion to be 
reached on the Alphabetical Name Index 
is that it must be used selectively; that 
is, when it will be worth its cost. 


desk 





TIME CHECK 


On the way to work I see 
Clocks of all variety. 

Electric, wind-up, cuckoo, chime, 
Each is showing different time. 


Uncertain time makes some folks mad, 
But I find it not so bad. 

There’s always one clock sure to rate— 
The one that shows that I'm not late. 
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—Elmer J]. Dapron Jr. 





Right or Wrong 


IN EMPLOYEE RELATIONS 


w 


Can You Discharge an Employee for Drinking If 


For 28 Years He Has Never 


ROUNDUP ol day-to day employee 
A problems and how they were han- 

dled by management. Each incident 
is taken from 
which went to arbitration. 
some principals involved 
changed for obvious 


a true-life grievance 
Names ot 
have been 


reasons. 


What Happened: 


Mr. X came back from lunch one day 
and it was obvious to the office manager 
that the employee had taken one too 
many. In fact, X himself said he felt 
a little sick and went down to the locker 
room. This was nothing new. X had 28 
vears of service with the company and, 
though a good employee, he had to be 
excused from work once in a while b 
cause of drinking. 

On this after X had 
in the locker room for a short while, a 
fire broke out there. Although X denied 
that he had anything to do with the 
mysterious blaze, management had 
strong suspicions. At any rate, manage 


occasion, been 


Been Disciplined? 


ment felt that it had put up with enough 
ot X’s inebriation, and fired him. X took 
his case to arbitration and 

remorse and 


made a de 
fense based on sentiment. 
He said: 

l. L did and 


ished tor coming 


wrong should be pun- 

in drunk, but I 
had nothing to do with the fire. 

2. I should be punished, but not fired: 

l’ve been with the company tor 28 

vears and deserve kinder treatment. 

+. I’m 58 years old and, if fired, will 
lose many pension benefits. 

5. Vl never be able to find another 
job with this discharge on my 
record. 

Management, in its 

didn’t relish the idea of letting X go. 
Its decision to do so came after 
and hard deliberation. But, the employer 
maintained, X was warned several times, 
even though no disciplinary action was 
taken. And the fire in the locker room, 
though denied by X, gave management 
the feeling that X’s drinking excesses 
were reaching the dangerous stage. And, 
the fact that the company was tolerant 
for 28 years does not establish a pree 
dent torever. 
Was the Company: 
RIGHT | WRONG 


answer, said it 


long 


WHAT ARBITRATOR MILES E. 
HOFFMAN RULED: “The Arbitrator 
is convinced that men in today’s indus- 
try should and must remain always on 
the alert. That means steady and sober 
at all times, for their own life and 
safety as well as for the welfare of 
fellow workers. Intemperance in the 
use of liquor to the extent that it 
makes a worker unsteady on his job is 
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THIS ““MECHANICAL BRAIN”’ inside a Burroughs Sensimatic Accounting 


Machine lets you breeze through every accounting job with almost pushbutton ease, 


makes error-free accounting decisions 


THINKS FOR ITSELF. Because of the Sensimatic’s amazing 
“mechanical brain,’ you simply enter the proper amounts 
on the keyboard . . . nudge a motor bar . . . and instantly 
the machine takes off all by itself to complete the posting 
sequence. 

We call this brain a “sensing panel.’ One panel controls 
four different accounting jobs. You switch from job to job 
by simply turning a knob. For other operations (or even a 
new system) you simply slip in another four-job panel. 
Indeed, a Sensimatic gives you “‘sixth sense” accuracy, 
plus the flexibility to handle al/ the accounting jobs for 
small firms ... and the speed to let you glide through large 
volume, specialized accounting work. And this means that 
whatever your business or its size, you ¢ ut your accounting 
costs right to the bone! 


Demonstration? Just call 

Burroughs locally for only g 1 a , 

B ) ghs akes the Sensi- | Burroughs B we o| ~ S ) { 

PR a ae ? UITOUSNS sensimaulc 


Je 32, Michigs ee ‘ sian 
tion, Detroit 7? Tic hig an. Burroughs”’ and ‘‘Sensimatic’’ are trademarks 





never condoned. The Arbitrator is in 
full sympathy with the company in the 
discharge of Mr. X. The Arbitrator’s 
award is, therefore, based on the belief 
that a man 58 years of age ought to 
know that engaging in extremes gen- 
erally means ending on the wrong side 
of the ledger. The Arbitrator is well 
aware of the problem faced by a dis- 


charged man of 58 and the benefit loss 
of his OASI account schedule. Yet, 
when representatives of a company 
give a man rational advice because he 
is a victim of extremes and he repeat-. 
edly ignores them, the only alternative 
a company has is to discharge him. 
The Arbitrator sustains the discharge 
of Mr. X.” 


Must a Worker Be Paid Anyway If Management 
Overlooked Her Turn to Work Overtime? 


What Happened: 


As is the practice in many firms, this 
one had the policy of distributing over 
time “fairly and equally.” This meant 
that the senior employee received first 
erack at the extra compensation. If she 
accepted, she went to the bottom of the 
list until her turn came again. Roberta 
Devers approached her supervisor one 
afternoon and asked if there would be 
any overtime available that might. It 
was her turn and she wanted to call her 
boy friend to let him know if she would 
be staying at work late that night. Her 
supervisor said he didn’t know, but 
would let her know as soon as he checked 
on it. It turned out that there was over- 
time work available, but the supervisor 
forgot all about Roberta and assigned 
it to another woman. When Roberta dis- 
covered that she had been denied a 
chance to earn some extra money, she 
complained. She was told that she would 
be given a crack at overtime at the first 


<SaBy: 


‘ OveRTine! 
A Subchi ~ i 


opportunity. The following week she 
that she could: get in 
overtime work, but she turned it 
because she had a theatre date. In ac 
with past practice, the com 
pany put her on the bottom of the list 
to wait her turn. She filed a grievance 
this time. She maintained that the com- 
pany had skipped her turn and should 
how 2ood by paying 
though she had not worked. The com 
pany balked. It said that it had made 
an honest mistake and tried to rectify 
it by offering overtime a week later. The 
fact that she didn’t accept the oppor 
tunity, and preferred to go out with het 
boy triend, was her hard luck and the 
company felt no further responsibility. 


was told some 


down 


cordance 


make her, even 


Was Roberta: RIGHT []) WRONG 


WHAT ARBITRATOR BENJAMIN M. 
SELEKMAN RULED: “Applying the 
rule of reason and the fact that major 
responsibility for administration of a 
business devolves upon management, I 
must hold that the company is respon- 
sible for the loss of the lady’s overtime. 
There is no question as to the good 
faith of the supervisor—we are all apt, 
under the pressures of daily work, to 
be forgetful. Nevertheless, Miss Devers 
has rights under customary practice. 
Since the company is the responsible 
administrator it must pay for its mis- 
takes however understandable such 
mistakes may be. The grievance is 
granted. Miss Devers is to be compen- 
sated in the amount she would have 
earned had she been given overtime the 
night she was entitled to it.” 
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JUSTOWRITER Punched Tape 


THE KEY TO COMPOSITION SAVINGS! 





The punched paper 
tape shown above, 4% 
actual size, sets @ 
justified copy auto- 
matically. 


RECORDER 
REPRODUCER 


The Justowriter—an automatic tape-operated composing 
machine—saves 20 to 80 per cent on composition costs 
for hundreds of companies throughout the country. 


One typing on the Recorder produces visible copy and a 
by-product punched tape that actuates the Reproducer to 
set justified proof or direct image plates atl00 words per 
minute — automatically. Here is an economical way to set 
copy right in your own office! 


The Justowriter is ideal for setting composition for price 
lists, manuals, bulletins, house organs, catalogs, books 
or any piece to be printed or duplicated. 


Tape set the above copy onthe Justowriter. . .automatically. 


COMMERCIAL CONTROLS CORPORATION Dept. 0-66 


. fi} ‘ 1 Leighton Ave., Rochester 2, N. Y. 
\\ ‘ [[] Send literature and samples of Justowriter composition. 


[] Tell me where | can see a Justowriter demonstration. 





ia Have your Representative contact me on 
ee | Kol COMMERON TE 0 . ' 
4 comras & 





{jae = 





Company 





Soles ond service offices in principal : : 
cities—listed in classified telephone di- ; City Zone State_ 


rectory under ‘Typesetting Equipment."’ ————— 
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Is Shooting His Wite Proper Cause 
For an Employee's Discharge? 


What Happened: 


X was a good employee, and was 
liked by his supervisor and co-workers. 
One morning he didn’t show up for 
work. He phoned his boss and said he 
ecouldn’t come in that day. He was in 
jail for shooting his wife. He got out 
on bail and came to work the next day. 
The company let him work. A month 
later, his trial came up and X received 
a one-year sentence for “assault with 
intent to kill.”” Upon his conviction he 
was fired by the company in accordance 
with its rule not to employ anyone con- 
victed of a felony. 

Seven days atter his conviction, the 
judge set aside the verdict because one 
of the jurors was found to have a prison 
record. So X, again out on bail before 
his retrial, demanded reinstatement. He 
was told he couldn’t be taken back. He 
took the case to arbitration. He said 
that he had been allowed to work until 
his trial, while out on bail, and now he 
was in the same position as before. There 
was no conviction against him—in fact, 
there was a possibility, his lawyer told 
him, that if he pleaded guilty he might 
come off with a suspended sentence; 


certainly not 


a dischargeable offense. 


Was X: RIGHT [( WRONG (J 


WHAT ARBITRATOR LENNART V. 
LARSON RULED: “The conduct of 
which X was convicted by the jury had 
no relation to his work performance. 
The company concedes that he was a 
satisfactory employee, and his absences 
because of attendance at trial and stay 
in jail are not held against him. There 
is no claim and no evidence that X is 
unruly or of turbulent temper in his 
relations with other employees. There 
is no evidence that retention of X will 
prejudice the company in its relations 
with its employees or with the public. 
If X had been convicted of a sex crime 
or a felony involving dishonesty, mak- 
ing him repulsive to others who would 
have to deal with him, the Arbitrator’s 
conclusion might well be different. As- 
sault with intent to kill is admittedly a 
serious crime, but the range of the 
offense is considerable. The circum- 
stances of the present case indicate 
that the company will sustain no harm 
in reputation or in its labor relations 
in retaining X. The Arbitrator con- 
cludes, then, that the company had a 
right to discharge X when he was con- 
victed, subject to the condition that the 
verdict and sentence were not over- 
turned. The verdict and sentence were 
promptly overturned, and X had a 
right to reinstatement from the date he 
reported for work after he was released 
from jail.” 
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‘MIMEOGRAPH 
PAPER 


Never lets your machine 


get DOG TIRED! Luscious 


COMPARE for Easy Feeding * 
No couxing necessary when machines are fed with COLORS 
Triad. It eliminates double feeding, turns out bright, 
clean copies with the speed and enthusiasm of a 
puppy’s wagging tail. 


COMPARE for Brightness of Copy 


Not a lick of blotting with lint-free, quick-drying 
Triad. No offsetting between sheets either. Hundreds 
and hundreds of copies — everyone a blue-ribbon 
champion. 


COMPARE for Length of Run 


A well-fed machine never gets dog-tired . . . that’s 
why so many insist on Triad. When you need more 
copies than usual — test Triad. It thrives on work — 
has more stamina than man’s best friend. 


then COMPARE PRICES * Available in TRIAD 


Years of research and testing have made Triad top Watermarked Mimeo 
prize winner in VALUE as well as performance. 20 Ib. paper only 


FREE SAMPLES 


Send for your generous free samples and color swatch 
book now! 


RUSSET 
LILAC 

NILE GREEN 
SALMON 
GRAY 
CHERRY 
CANARY 
BLUE 


Packaged in heavyweight, moisture-proof wrappers. 


TRIAD MIMEO @ SPIRIT DUPLICATOR and OFFSET DUPLICATOR PAPERS 


GROVETON PAPERS CO... 


GROVETON, NEW HAMPSHIRE 








Copies in 4 
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..-by electricity alone! 


All you do is plug it in. The new A//-Electri 
THERMO-FAX Copying Machine eliminates all 
fumes, chemicals, negatives and special installa- 


s 
-” 
s 
tions from office copying. Exclusive electric proc- > 
Me 
CJ 


ess copies your typed, written, drawn or printed 
originals in 4 seconds for as little as 4¥%¢ per 
copy ! Send coupon for money-saving details now. 


Thermo-Fax 


Duplicating Products 


The term THERMO-FAX is a registered trademark of Minnesota Min- 
ing & Mfg. Co., St. Paul 6, Minn. General Export: 99 Park Avenue, 
New York 16, N.Y. In Canada: P. O. Box 757, London, Ontario 
Minnesota Mining & Mfg. Co. 
Dept. ES-66, St. Paul 6, Minn. 
Send complete details on the THERMO-FAX Copying 
Machine and how it can save time and money for my office. 
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Company 
Address 
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NE OF THE BY-PRODUCTS of 

systems improvement is the revision 

or discontinuance of existing forms. 
Forms are the very trusses around which 
clerical and paperwork systems art 
built. Consequently, significant changes 
in systems affect forms, usually to the 
point that it obsoletes them. 

H. John defines an obsolete 
form as one that is no longer usable 
because it is either no longer needed or 
has been revised. This very definition 
suggests that perhaps the form should 
he disposed of by outright scrapping, 
or by some measure of salvage such as 
putting it into storage for future emer 
gency, substituting it for the revised 
form in limited controlled situations, or 
cutting up for seratch pads. But such 
action is not always recommended. Just 
beeause a form has been revised doesn’t 
necessarily mean it ought to be disposed 
of. There is always room for this ques 
tion: “Shall we serap the old ones and 
use the new ones, or shall we wait until 
the old ones are used up before putting 
the revised form into effect?” 

Preferably this question should be 
answered in the preliminary evaluation 
and cost estimate of the new system or 
precedure. The answer can have an im- 
portant bearing on the cost or timing 
of the installation of a _ procedural 
change. There are two points of view on 
this question. 

The promoter of the new procedure 
usually is anxious to start off with new 
forms to accompany the new procedure. 
He feels that psychologically it gives the 
new procedure better chance for success. 
Another point of view stresses the eco- 
nomie waste in discarding “perfectly 
good forms for which we paid a lot of 
money.” This viewpoint advocates using 
up the old forms first. These two diver- 
gent views often cause a point of im- 
passe which isn’t easy to arbitrate with- 
out harmful after effects on the new 
system. 

There is a stated rule which is sup- 


Ross* 


* Techniques of Systems and Procedures by 
H. John Ross, Office Research Institute, $15. 
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When to 


Obsolete Form 


EDMOND W. McNAMARA 


Office Manager, 
Bassick Co., Bridgeport, Conn. 


posed to govern such a stalemate. It 
goes like this: “If it will cost more in 
terms of clerical labor to continue using 
the old form than the new form costs, 
by all means scrap them.” 

To test this rule, let us consider a 
probable situation. Assume that the old 
form cost 4 cents each, or $40 a thou- 
sand. Also assume that it costs 48 cents 
each, or $480 a thousand, to process the 
form through all the clerical operations 
performed on it. The total clerical cost 
of labor and material would be $520 
per thousand. 

Now, assume that the new form is to 
cost 6 cents each, or $60 a thousand, and 





¥on 


@) be 
Yyse e 
PULL OUT Style 


Manifold (second sheets) interleaved with Huron One-Time Carbon 
for typewriter correspondence and general copy work. 


the modern way to improve 
typewritten copies and in- 


crease office efficiency! 


¢ EVERY COPY IS SHARP AND READABLE 


Uniform legibility throughout, whether it is the first 
copy or the last, because every second sheet car- 
ries its own individual, fresh carbon. 


© COPIES ARE SPOTLESSLY CLEAN 


Huron Copysette is smudge-free. Fingers need never 
touch the carbon surface. Copies are cleaner . . . 


~ — = typists are neater. 
PORT HURON SULPHITE & PAPER CO 


Port Huron, Michigan © SAVES TIME AND MONEY 


Please send to me without 


iiiVG9 "= Eliminates time-consuming operations of separately 
counting and then aligning the carbon and second 
sheets. Glue tipped together . . . ready to use. 


* BOOSTS OFFICE MORALE 


The extremely clean characteristics . . . the con- 
venience . . . the simplicity of use . . . all com- 
bine to give typists a real boost in both morale 
and efficiency. 











PORT HURON SULPHITE & PAPER CO. 


“ PORT HURON, MICHIGAN 
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BREAK EVEN POINT 








DISCARDING OLD FORM 


QUANTITY 











COST 





$420M 





$520M 





USING OLD FORM 
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that, due to improved procedures, the 
cost of processing 1s only $360 a thou- 
sand. In this case we have a total cost 
of $420 per thousand. Suppose we have 
5000 of the old forms on hand, whicl 
is one month’s supply. This represents 
an investment of $200 in forms which 
have become obsolete. The question now 
is, should we use up this $200 worth 
of old forms before going to the new 
form, or should we diseard them and 
vo to the new form immediately? 

If we use the old forms, at the cost 
of $520 per thousand, it will cost us 
five times $520 or $2600. If we use the 
new forms at a cost of $420 per thou 
sand, it will eost us five times $420, 
plus the $200 cost of the obsoleted 
forms, or a total cost of $2300. The 
answer is obvious. Of course the figures 
don’t always work out so evenly. There 
may well be a breakeven point. It might 
be advisable to use up to a certain quan 
tity of the old form before beginning 
to use the new one. The accompanying 
table illustrates a simple method for 
determining the breakeven point based 
on the cost of processing the new form 
versus the cost of processing the old 
form. 

These computations require that the 
party making the decision know not 
only the cost of processing the present 
form, but also the cost of processing 
the new form. This is no different than 


‘any other decision-making situation. 


Basie facts are requisite to a sound 
decision in any area. It is the systems 
man’s responsibility to furnish these 
facts to management as a part of his 
proposal. To ascertain these facts, he 
must apply some rule of measurement 
to both the new and the old system. 
Work measurement standards are most 
helpful for this purpose. 

An intelligent, factual approach to 
the question of whether to use up the 
old forms before using the new ean 
eliminate much of the controversy be- 
tween management and operating super- 
visors so often witnessed at the time of 
the installation of a new system. 





Learn to Take Criticism 
And Profit by It 


B. W. ELSOM 


Director of Employee Services, Q 


Boston Store, Milwaukee 


COMPLETE ABSENCE of criti- 
cism of yourself by your boss may 
be a danger signal. If a busy ex- 
ecutive takes the time to criticize you, 
he must be trying to develop you. If he 
had given you up as hopeless, he would 
probably not waste time on you. You 
may, therefore, interpret criticism as a 
sign that you are considered a worth- 
while investment in your organization. 
Our first reaction to criticism is quite 
normally apt to be resentment. Yet, 
criticism of yourself by others may be 
turned into the most powerful source of 
self-improvement. Conscientiously school 
yourself to adopt a constructive phi- 
losophy toward criticism of yourself by 
others. Learn to substitute rational 
thinking for irrational emotion in your 
reactions to criticism. Constructive sug- 
gestions may be put to you by others 
in a critical and tactless way, which 
arouses your resentment. Ignore the 
inept manner of their presentation. Get 
down to the kernel of truth which lies 
in the remark and turn this truth tq 
a constructive purpose. 
If you resent all criticism, you are 
tacitly working on the assumption that 


88 








you never make mistakes. Such an as- 
sumption, of course, }s ridiculous. Any- 
one who has to handle many details and 
many decisions, is bound to make some 
mistakes. If you have a confident convie- 
tion that the great majority of your 
acts and decisions are right, you can 
frankly admit your errors, without feel- 
ing that you are losing prestige in the 
organization. 

An executive who flies into a rage 
when criticized by a subordinate is 
usually a “small potato.” Bigger men 
welcome eriticisms of themselves, realiz- 
ing that such criticism offers them an op- 
portunity to remedy their faults. If 
workers have not been made to feel that 
they may offer criticisms to their boss, 
a bad situation exists. 

People who are oversensitive to ceriti- 
cism, who are completely upset and un- 
nerved by it, are probably victims of 
some unconscious inferiority feelings. 
Make yourself realize that the ability 
to profit by criticism measures your 
mental alertness and your ability as a 
supervisor. Like bitter medicine, criti- 
cism is unpleasant, but eventually bene- 
ficial. 
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The Victor Flick that outdates 
all other calculators * 


New Victor Automatic Printing Calculator 


Saves You Costly Man-Hours Because It’s 
Simpler, Easier, More Accurate To Use 


Exclusive Victor feature lets you multiply or divide 
with a “Flick” of your finger. No mental counting. 
“Up” to multiply ... “Down” to divide . . . middle 
position to add sr subtract—and all automatically! 

The new Victor Calculator prints figures on tape, 
just as you would write them. Automatic Constant 
holds figures for repeated division or multiplication. 
Total Transfer eliminates need for re-entering totals. 

Find out how much this Victor “Flick’”’ can do for 
you — look under “V” for Victor in the adding ma- 
chine section of your classified phone 


book or mail the coupon. 
VICTOR ADDING MACHINE CU. 0.656 
CHICAGO 18, ILLINOIS 
Send me brochure on the New Victor Auto- 
matic Printing Calculator, showing all the 
features 


VICTOR ADDING MACHINE CO. — 
Chicago 18, Illinois 
Victor-McCaskey Limited, Galt, Ontario Company 


Manufacturers of Business Machines, Aiddveee 
Cash Registers, Business and Industrial Systems, res 
Electronic Equipment, Electri-Cars 
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Argus Cameras 
Saves $10 Each 


On Local 


Purchase Orders 


SEYMOUR ROSENBERG 


SYSTEM to speed and cut the cost 

of the local purchasing of low-cost 

items has been successfully put into 
practice at Argus Cameras, Inec., Ann 
Arbor, Mich., one of the leading manu- 
facturers of cameras. Under its regular 
procurement procedures, Argus found 
that purchasing of readily available 
small items in the immediate Ann Arbor 
area involved costly and complicated 
accounting procedures. This included the 
necessity of processing and typing pur 
chase order forms and subsequent re- 
ceiving reports. 

As a result, Argus, 
of a representative of Moore Business 
Forms, Inc., developed a local purchase 
system which eliminates for both the 
company and its suppliers, the necessity 
of processing the receivable, billing, pay 
ables and other time consuming account- 
ing efforts. 

The basis of this system is a Local 
Purchase Order. Its use is limited to 
non-production items which can be ob- 
tained within a radius of 15 miles of 
Ann Arbor for a total value, including 
tax, not in excess of $50. Argus also 
created a special checking account known 
as the Purchase Account and _ as- 
signed to the buyers the responsibility 
of maintaining a sufficient balance to 
cover the necessary purchases. 


with the assistance 
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Under the plan, the buyer contacts 
Ann Arbor suppliers by telephone for 
the items requisitioned. If the quantity 
required is not available from these sup 
pliers, the reduced to the 
amount which 

After the 


quantity Js 
is available. 
exact quantity, net price 
and terms are determined, and if thi 
total value is not more than $50, the 
buyer prepares the Local Purchase Order 
in five parts, an original and four carbon 
copie s. The order also includes the check 
for payment ol the requisitioned sup 
plies. 
Following 


completion of this form, the 
buyer Part 5 and files it in a 
post binder for a follow-up. The re 
then sent to the 
who signs th 


removes 
mainder of the set is 
director ot purchases 
cheek. 

If the material is to be picked up by 
an Argus truck, the driver takes the first 
four parts with him and gives the 
original, which contains: the 
the vendor upon receipt of the supplies. 
On the other hand, if the supplier is 
going to deliver the supplies, the first 
four parts are sent to the receiving room 
where the vendor obtains Part 1 and th« 
check when he makes his delivery. 

Pick-ups and deliveries are checked 
in by the department which 
stamps Part 2, and 3 of the form. Part 
tf is sent with the material to the requl 
sitioning department and Part 
to the accounting department where 
expense distribution is made and this 
part is filed as a paid voucher. Part 3 
is forwarded to purchasing where it 
replaces Part 5 in the binder. Part 5 is 
destroyed. Among the features of this 
purchase form are: 


check, to 


recelving 


is sent 


1. Requisitioning and distribution in 
formation are recorded at the top of the 
form but eliminated from Part 1, which 
goes to the supplier, by the use of a 
114” perforation. 

2. Part 3 is short to allow Part 5 to 
protrude in the follow-up binder, per 
mitting visual inspection of the open 
order. 

3. Short facing Parts 3, 4 
5 eliminate the check information 


carbons 
and 
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he NOW 
be make 
ck your 
he own 
he offset 
by plates 


= with the amazing new Dial-a-Plate. PRINTER 


ich The completely automatic Robertson Dial-a-Plate Printer, with its enclosed light source 
irt matched to the pre-sensitized plate emulsion, gives you a perfect plate EVERY TIME, 
ul- faster than any other unit. Just set the dial, and the Dial-a-Plate does the rest. All of 
nt this is possible WITHOUT THE DANGER of an open flame are or other high voltage 
re units. The Dial-a-Plate is available in both 10x 16” and 20x 24” sizes (usable area). 


| Automatic | Speed — The Dial-a-Plate’s enclosed light is matched to the emul- 


sion of the pre-sensitized plate for fastest exposure. A perfectly 
it shaped reflector utilizes every ray of light and eliminates under- 
Is cutting and halation. 


nis 
| Automatic | Operation — Set the dial, push in the drawer, and when the 


exposure is completed, the drawer automatically pops out. 
p p y pop 


| Automatic | Uniformity — The accurate Timer resets itself after each exposure, 


assuring the same uniform exposure each time. 


| Automatic | Economy — Exceedingly long bulb life and low voltage require- 


to ments automatically result in lower operational costs. All of this at 
r a surprisingly low original price. 


| WRITE FOR Bulletin PM-102 for further information and prices. | 


Al ROBERTSON PHOTO-MECHANIX, INC. 








on PHOTO-MECHANIX “ 
7438 LAWRENCE AVENUE . CHICAGO 31, ILLINOIS 
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COMED <a GUNOE Nes fe eaters feed 
wo ov 
5304 
4 sto 


PURCHASE OrbDeER argus cameras. inc. NO. LO- v3 368 


FROM ANN ARBOR, MICHIGAN PHONE NORMANDY 2-651! - 


TO: 


T NUMBER AND/OF DESCRIPTION 


ONDIT aS 
1. OBLIVERY. suvee epseev 
wrtn Wire 


2 QUANTITY. exe 


3 INSPECTION. 


CHECK ATT 
ITEMS ON TH 
HONORED 





argus cameras. inc. 


Ne é 
CAMERAS AND OPTICAL INSTRUMENTS 


PAY TO THE 
ORDER OF 


NOT VALID IN EXCESS OF $50.00 


ENTS > 


PURCHASE ACCOUN 





Ann Arsor Bank 
A ANCOR mn 





a 














The five-part Local Purchase Order used by Argus Cameras, Inc, The original (above) con- 
taining the check goes to the supplier. 


which is on the bottom of Parts 1 and 2. Considering the small amount of money 

Since adoption of this simplified involved in each order (under $50), this 
system of local purchasing, Argus has_ represents a considerable saving to the 
made savings in both time and money. company. In addition, the system has 
It has been estimated by company offi- greatly simplified bookkeeping for the 
cials that use of the Local Purchase supplier and, as a result, has brought 
Order is saving $10 on each order issued. added good will to Argus. 
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WEBSTER 
QUALITY CONTROLLED 
DUPLICATING SUPPLIES 
FOR EVERY 

OFFICE NEED 


CARBON PAPERS — 
Typewriter Pencil, Pen, Transfer, » 1 : 
l 


Billing. AND MASTER UNITS 


IRIT PAPERS moor 
( wi spirit and hectograph duplicating N 
jor oth § 


processes. ; 
or |BBON ; 
N PAPER R path coon 
— dence spiru duplicating, 1 
for correspon 
offset. work. ) 
Pe nti hulating 
CHINE R if ting, tad q 
OFFICE . on of adding, accoun : 
ry tyPY *- 


ng machine. TER RIBBON 
t nectograpl 


$e 


for eve 
and address 


Ss 
, photo, 


F. §. WEBSTER COMPANY 
8 Amherst Street 
Cambridge 42, Massachusetts 


For More Information Circle No. 175 
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Machine Accountants’ 
Annual Convention 


ROBERT O. CROSS 
NMAA President 


N TRUE Texas spirit, the convention 

this month of the National Machine 

Aecountants Assn. in Houston is 
hoomed as the biggest convention vet of 
the association. Houston Chapter’s con 
vention 
that 
Texas, according to Joe Kocurek, presi 
dent otf the chapter. The econventior 
June 27-29 at the Shamrock Hilton Ho 
tel, will include entertainment, seminars, 
econtereneces and exhibits hy equipment 
manufacturers and suppliers. Robert O 
Southern California E 
Los Angeles, will preside. 

Marvin Hurley, executive vice presi 
dent of the Houston Chamber of 
meree, and the Hon. Calvin 
of Washington, D. C., will be the two 
principal speakers. Mr. Hurley will dé 
liver the keynote address and Mr. John 
son, who is tl 


committee promises to prove 


things are done in a big way in 


(ross, Edison tn: 


(Com 
D. Johnson 


executive assistant to the 
publie rela 
Rand Div., 


will speak at the 


vice president in charge of 
tions for the Remington 
Sperry Rand Corp., 
convention banquet. 

A. C. Brown, former 
president and chairman of the program 
committee, lists these events on the con 
vention program : 

Registration is scheduled from 
p.m. June 26, and from 7:30 a.m. to 9 
a.m. June 27, in the lobby of the hotel 
A general business meeting at 10 a.m., 
June 27, will open the convention. The 
remainder of Wednesday’s program will 
be ‘devoted to entertainment, including 
a barbecue and rodeo at Rocking-R 
Ranch near Houston. 

On June 28, the 
meets at 8:30 a.m., 


national vice 


3 to 10 


board of directors 


creneral electronies 


conterence trom 9:30 a.m. to noon and 


2:30 to 5 p.m.; seminars trom 9:30 a.m. 


to noon and 2:30 to 5 p.m.; a social 


hour at 5 p.m. and the banquet at 7:30 
p.m. in the Emerald Room of the Sham 


Hilton. 


Scheduled t June 29, fi 


r'¢ ek 
ial day ot 

workshop 
12 :30 


tiie eonvention, a a 


pane | 


at 9:30 a.m. and a luncheon at 


p.m. The six leaders of the electronic 


eonterence will compose the panel, new 


officers will be introduced and awards 
prese nted at luncheon. 
conferences will 


The Semina4’rs and 


cover major problems of machine ac 
ecountants and provide full opportunities 
t from all 
over the nation. Conference leaders are 
R. D. Dotts, Pacifie Mutual Life Insur 
Angeles; Dr. H. R. Je 
General Eleetrie Co., Cinein 
nati; KE. A. Acker, Ethvl Corp., Baton 
Rouge, La.: Frederick W. Swaine, John 
Haneock Life Insuranee Co., 
Prof. R. J. Gregorv, Massachusetts In 
stitute of Technology, Cambridge. 

Seminar leaders are W. Carl Gahan, 
T. J. Bettes Co., Houston; T. E. Aiken, 
S. Steel Corp., Pittsburgh; Walter 
‘o.. New Orleans; 
Charles H. Buse, General Dynamies 
Corp., Ft. Worth; Frank Twohy, De 
partment of Water & Power, City of 
Los Angeles; Robert J. Ingram, Certi 
fied Groeers of California, Los Angeles: 
T. K. Williams, Republic National Life 
Dallas; John Stuart, 
Emplovers Casualty Co., Dallas; G. S. 
Thomas, Dow Chemieal Co., Freeport, 
Tex. 

Milton Trammel of 
Refining Co., 


o diseuss them with 


expe rts 


ance ( 7 Los 


Grosch, 


Boston: 


; 
Blair, Shell Ou1l 


Insurance Co., 


Humble Oil & 
Houston, is the vice presi 
dent in charge of the convention. Com 
plete information is available from the 
National Machine Accountants Assn., 


Box 18143, Houston 23, Texas. 
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THE 


Now Cut Your Collating Costs by 70% 


with the all new THOMAS COLLATOR 


Here’s exciting collating news! Now, as 
never before, you can cut those painfully 
high collating costs with the all new 
electric-powered or mechanically oper- 
ated Thomas Collator! 


And only the all new Thomas Collator 
offers all of these important operational 
and design features. There’s exclusive 
Speed Load Control that permits faster, 
easier stacking in bins . . . new Rotating 
Feed-Fingers for unparalleled efficiency 
. .. increased bin capacity and size .. . 3 
models, 6 sizes from new table-top to 
new tandem . . . beautiful modern styl- 


= VAS 
Colla tors Inve. 


More In Use Than 
All Other Makes Combined 


165 SALES AND SERVICE | 
OFFICES COAST-TO-COAST 
| 


For More Information Circle No. 
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ing . . . and so many, many more im- 


portant built-in advantages! 


Whether you spend 2 or 200 hours a 
week collating sales bulletins, price lists, 
reports or any other duplicated material, 
there’s a specific model to fit your needs. 


Today find out how you can say a thank- 
ful “good riddance” to the time waste 
and confusion of old-fashioned collating 
methods. Fill out and mail coupon for 
your free copy of our colorfully illustrat- 
ed brochure that tells how to increase 
efficiency, perk up office morale and re- 
duce costs by as much as 70%. 


Thomas Collators Inc., Dept. B 
50 Church Street, N.Y.C.7, N.Y. 4 
[-] FREE New Full Color Brochure 
[-] FREE Thomas Collating Cost Calculator 
(_] Demonstration at my convenience. 
NAME 
(Please Print) 
COMPANY 
ADDRESS 
CITY STATE 


182 





Aomerteas Favorite 


IMPRESSION PAPERS 


Serve Industry Everywhere 


WAUSAU IMPRESSION PAPERS are first choice of 
industries where multiple communications are em- 
ployed to facilitate selling, informing and operating. 
Specifically made for each of the three major dupli- 
cating processes — stencil, offset and spirit duplicat- 
ing — WAUSAU IMPRESSION PAPERS are opaque, 
full-bodied, fast-drying and lint-free. These Wausau 
characteristics save time and trouble in long runs 
and in short runs, too. 

The complete line of WAUSAU IMPRESSION PAPERS 
is available nationally through authorized distrib- 
utors and stationers. 


WAUSAU PAPER MILLS CO. 
General Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 


Mills at BROKAW, WISCONSIN 
SPIRIT OR GELATIN PROCESS Member—N.S.O.E.A. © §Member— Wisconsin Paper Group 
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IS PELT is utterly worthless but the 

office wolf is well worth setting 

out traps to capture or eliminate 
since he is one of the biggest pests and 
nuisances in the modern office today and 
a great waster of employees’ time. Sel- 
dom are his activities welcomed by the 
girls in the office except as a game to 
relieve possible boredom. In some in- 
stances he is a deliberate pest whom 
they wish could be eliminated since he 
makes their office activities more dif- 
ficult to perform. 

A number of office executives have 
handled this problem in very satisfac- 
tory: ways which did the job without 
disturbing office routine or creating un- 
pleasant situations. Here are their 
“traps” for office wolves: 

Transfer the individual to a spot in 
office where his or her activities will 
be curtailed because of lack of opportun- 
ity, u.e., the male among an all male 
section of the staff and the female among 
women only. This, of course, is possible 
only in the larger office. The office wolf’s 


AN AMAZING NEW INVENTION 


FITS ALL 1200-1250 
MULTILITH PRESSES 


me 
THE EJECTOR WHEEL STREAK /(—, 
ELIMINATOR comes complete 
with a full year’s supply of pads, 
plastic squeeze bottle, and a gen- 
crous supply of STREAK ELIM.- 
INATOR FLUID. Additional 
per pa ean be reordere 
through your authorized ROLL- 
O-GRAPHIO dealer. 
MANUFACTURED BY 


ROLL-0-GRAPHIC CORP. 133 prince stv. v.¢ 


ready to run. 


~ jj Trapping the 
| Office Wolf 


ERNEST W. FAIR 





activities are spurred by the proximity 
of the opposite sex in most instances. 
Removing this opportunity curtails his 
or her activities during actual working 
hours in most cases. In smaller offices, 


« ELIMINATE 


ql| EXECTOR WHEEL - 
STREAKS 


even over solid printed areas 


Now, for the first time, you can do away with all printing 
streaks due to ejector wheels running over printed areas. 
This simple, but ingenious new STREAK ELIMINATOR is a necessity 
for every Muiltilith press. Simpl 
cleaning fluid, and merely snap on STREAK ELIMINATOR to 
Ejector Wheels (as illustrated above). Multilith presses are now 

. . free of Ejector Wheel Streaks. Besides 
savings in running time, you can DO AWAY WITH PAPER WASTE by 
printing on stock pre-cut to finish size. The EJECTOR WHEEL STREAK 
ELIMINATOR will pay for itself on the first few jobs 


insert wiper pad, squeeze on some 
the obvious 


ou use it: 
UNCONDITIONALLY GUARANTEED 


SOR RP RRR RRR RRR ERE REE ERE RE RE REE SE SE 
ROLL-0-GRAPHIC CORP., 

133 PRINCE 8T., N.Y.C. 

DEPT OF6 

Gentlemen : 

Please enter my order for se 
ector Wheel Streak Eliminators. I 

understand this unit is completely and 

unconditionally guaranteed. 

NAME TITLE 


SSSSeeeeeeeeeaaee 
seeeeeeeeeaeeaeeeant 
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* a “typing station”’ includes the typewriter, salary, rent, heat, 
light, typewriter supplies and the employee’s fringe benefits 


Royal Typewriter Company, Division of Royal McBee Corporation 
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ad 


You often get fooled when you try to guess 
which shell the pea is under. 


You often get fooled when you trade in your old 
typewriters by “guessing”? you’d better trade 
"em in. 

Instead, be hard boiled about trade-ins. Figure 
it this way. After'x years old typewriters cost too 
much to service . . . turn out bad-looking work. 
Damage typists’ morale. It follows that at the 
end of x years the time has come to trade in for 
new Royal Standards. 


They enable your typists to do more and better 
work. They take less time out for repairs. 

FACT: One new Royal costs less than 1% of the 
total cost of maintaining a typing station.* 

How many years is x years? Your Royal Repre- 
sentative can tell you. It varies from business to 
business. Call him. He’ll be happy to study your 
case and make a recommendation. 





standard fT ceeeewweces 


om - ee ee ee ee 


electric « portable 
Roytype® business supplies 


For More Information Circle No. 204 
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You See What's Happening 





BOARDMASTER VISUAL CONTROL 


Graphic Picture of your operations— 
spotlighted in color. You see what is 
happening. Saves you time, prevents 
errors. Simple and Flexible. Easy to 
operate. Write on cards and snap in 
grooves. Ideal for Production, Sales, 
Scheduling, Etc. Made of metal. 


Full price $4Q50 with cards 


FREE 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street @ New York 36, N. Y. 


For More Information Circle No. 265 





24-Page BOOKLET NO. F-300 
Without Obligation 











COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—3 widths. 
Send for Circular 53-0 and 


ices. 
1. D. COTTERMAN, Mfr. 








4535 N. Ravenswood Ave. 
Chicago 40, Ill 


For More Information Circle No. 266 
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executives have transferred them from 
the office to other spots in the business. 

Isolate the wolf in the office itself. 
Place any given wolf at a desk 
between two attractive members of the 
opposite sex and you have a situation 
encouraging his or her activities. Move 
his desk into a corner separated by filing 
cabinets, partitions, or in an area where 
such easy proximity is not available, and 
the opportunity is limited. 

Load the wolf with detail work which 
must be completed in a given period of 
time “or else.” Many executives have 
found that their troubles with office 
wolves of both sexes come from giving 
them the leisure in which to prowl. Their 
workloads are too light and they always 
have the time to annoy the opposite sex. 


othee 


Some executives have found this the 
best trap of all. When the wolf is an 
individual who likes his job and is 
obviously not anxious to lose it, the 
executive’s trap of heavy detailed work- 
loads serve to keep the wolf at his or 
her desk. 

Rules of dress for the girls can often 
deter wolfish activities on the part of 
the male members of the office staff. 
Naturally, a physically attractive young 
lady who show her charms 
to best advantage at all times, incites 
such activity on the part of the men. 


dress Ss to 


Rigid office rules against such apparel 
habits on the part of the ladies can 
help to keep down the wolf’s activity. 
Usually they are best enforced by set- 
ting them time of initial 
employment. Sometimes their need does 
not arise until a later date when they 
should be carefully explained to the 
girl involved and made clear to her. 


down at the 


The humorous approach sometimes 
handles the problem more effectively 
than any other. In one office, the girls 
handled the problem themselves when 
their annoyance at the activities of of- 
fice wolves exceeded their pleasure from 
such attention. They held a meeting 
and chipped in some coins to buy a small 
statue of a wolf. They put a notice on 

(Continued om page 162) 
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COLE'S Safe Type STEEL CABINETS 


Can be easily assembled in a few minutes. Built for a life- 
time! Will keep your office supplies and printed matter 
neat and orderly. Doors are equipped with a two-way 
locking device controlled by a paracentric lock. Will pay 
for itself by preventing petty pilferage. Five adjustable 
compartments, 76" high, 36" wide, 18'/2" deep. Green or 
Cole gray baked enamel finish. 


No, 76—> 
Additional shelves available. $5995 


WARDROBE CABINET 


a aoove un r t 


3 


7 th st shelf plu 1 fay 0a 
replacing the shelves. ... No, 76R $58.95 


COMBINATION WARDROBE and STORAGE CABINET 
IME ze as above, with 3 adjustable shelves, a hat f 


No. 76C $69.95 


COLE'S STEEL SHELVING UNITS 
Extra heavy gauge steel, yet costs no more 
wood, 50% more capacity than standard 
Shelves are adjustable, can be raised and 
more shelves added, Doubly { 
rigidity. Green or gray. 


SHELVING UNITS (CLOSED) 
Wide 
36 


36 


oO 
@ 
@ 


digt 


36 
301/,' 


SHELVING UNITS 
Wide 


iil aatee al 
om Ob WN 


PRACTICAL 
Add units as needed 


ECONOMICAL 


Costs less than wood bins 








ORNAMENTAL 


Improve appearance of 
your office or stockroom 




















One No. 7512 unit ~ Three No. 7512 units 
For More Information Circle No. 315 


STEEL EQUIPMENT COMPANY 
(ole) H 3 285 Madison Avenue, New York 17, N. Y. 





A Low Cost System of Industrial 
Accounting 


FRED C. WARD 
Vice President and Treasurer, 
Swan Rubber Co., Bucyrus, Ohio 





Ci IMPANY can spend the maxrimum 

amount of money on its accounting 

operations in one of two ways. Pen- 
and-ink methods may be retained for 
all bookkeeping procedures and, as 
volume increases or more information 
is required, more and more clerks may 
be added to the staff. The work will 
get done eventually, even though the 
cost 1S enormous. 

A second almost sure-fire method for of expectancy, ind the cost will be 
getting minimum results at maximum equal to, or greater than, it was pre 
cost is to plunge headlong into a mys viously. 
terious machine system that is not fully Warily, therefore, with an eye toward 
understood by everyone coneerned. All avoiding ‘both of these pittalls, we 
too often, the results will fall far short worked long and hard to develop a 





Polly’s doing fine, but we'd like to say it this way: 

@ Snapapart and Tabulating forms designed FANFORM ... 

@ Ordered in quantities of 50M or more... 

@ Combine NATURAL ECONOMY of construction and production 
@ At a price ADVANTAGE. ; 

@ Learn how B-V FANFORM can best serve you! 

@ Phone your BONNAR-VAWTER representative today! 


BOoOmnAR-vVAbreER 
reorporated. 


1735 East 30th Street © Cleveland 14, Ohio 
Soles Offices in Principal Cities 











For More Information Circle No. 183 
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Get thie FREE.. 


' 


4 





with purchase of 





Here’s a 2-for-1 offer you can’t afford to miss 


Now ... get two handy tape dis- 
pensers for the price of one! Buy one 
of these new “ScotcH” Brand Deluxe 
Desk Dispensers and twelve 1296-inch 
rolls of %” “Scotcu” Cellophane 
Tape. You get a second Deluxe Desk 
Dispenser at no extra cost! 


This is your chance to get those 
extra dispensers you need —they’re 
extra convenient, and they save tape 
besides. New low prices are in effect 
on tape, too—you make a double 
saving on this special offer. See your 
supplier right away — Deal “S” offer 


expires July 31, 1956! 


SCOTCH 


BRAND 


Cellophane Tape 


The term ‘“‘ScotcH”’ is a registered trademark of Minnesota Mining and Manufacturing 
Company, St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y. In 
Canada: P.O. Box 757, London, Ontario. 

For More Information Circle No. 236 


es | 
cements 


Note If you prefer 
tape in the %” width, ask 
for Deal “R”. Same two 
dispensers for the price 
of one! 
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Uniquely and completely automatic, the versatile Olivetti 
Printing Calculator automatically multiplies and divides, and 
is also a fast 10-key adding machine, with automatic credit 
balance and direct subtraction. Its tape provides permanent 
printed proof of all calculations, for fast, easy auditing. 


The first printing calculator to have a 
separate multiplication keyboard, the 
Olivetti automatically multiplies with- 
out requiring the operator to position 
the multiplicand; all mental counting is 
eliminated; fast short-cut multiplication 
is automatically used. It automatically 
divides; locating the decimal point is 
simple. Double and triple zero keys, 
found on no other printing calculator, 
and new discount key, add extra speed. 
Proven in 7 years of use, the Olivetti is 
sold and serviced by Olivetti branch 
offices and by 450 dealers, in all 48 states. 
More than 25,000 are in the 
United States. 


use in 





Olivetti Corporation of America 
Dept. HP, 580 Fifth Avenue 

New York 36, N.Y. 

I'd like to know more 
about your Printing Calculator, that 
makes figure-work quick, and 
automatic. Without obligating me in 
any way, please let me have this in- 
formation as soon as possible. 


Name.... 
Title 


Company 


Gentlemen: 


easy 


Street 


City.. . State 





For More Information Circle No. 235 
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—_—_—_—- 
CUSTOMER NAME ACE HARDOARE Company 


MAND 1EL on 


NY 





CUSTOMER 
PERFORMANCE 
RECORD 














Fig. 3. Customer performance record indicates the state of each order: deliveries made vs. 
promised dates. This eliminates the need to refer to original order on inquiries. 


machine accounting system that could 
be installed at a cost low enough to 
save us money over our handwritten 
system. A lot of work went into it, but 
this was more than justified by the fact 
that we now operate the accounting 
department for an expenditure about 
30% less than it used to be, even in 
the face of greater volume and more 
complex requirements. 

The methods we now use are not only 
very economical, but have the added 
virtues of up-to-dateness and absolute 
accuracy. Further, the system is com- 
pletely understandable to everyone, and 
records are always in usable form. There 
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is no question but that similar procedures 
could be used by many other manu- 
facturing companies. Details may vary, 
but the basic system might be the answer 
to the industrial accounting needs of 
other companies. 

The Production Control Record (page 
104, Fig. 1) is of vital importance to us. 
There is these ecards for each 
style, size and brand of product we 
manufacture; in all, about 500 cards 
for 50 products. A company could have 
a much smaller or much larger number 
of items, and the same system would 
apply. 

Orders, shipments, increases (produc- 


one of 
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Lutdibes / : 


SMART SECRETARIES 
CORRECT THEM WITH 


SINGLEX 


or 000 0” 


Her work is quicker and neater 

if she uses Eberhard Faber 
typewriter erasers. She won't 
hand you smudgy work for 

your signature. You won't even 
notice her corrections. Same 
gentle red texture in both shapes— 
won't smudge or damage 

originals or carbons. “6587” is 
America’s favorite circular 

eraser —SINGLEX sharpens / Since 1849 


one @ EBERWARD FABEE 
Trademarks Reg. U. S. Pat. OF / ] ] [ | ] ’ 


pili 1 quablity im urriting 
NEW YORK « TORONTO 
For More Information Circle No. 200 
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ADP 


1 Data Processing 


There is no mystery about automa- 
tion: and large companies do not 
have an exclusive franchise to its 
benefits. While Moore serves many 
large companies with ADP. it also 
helps the small company to the 
automation that results in smoother 
work flow. accurate control and 
faster handling of data for current 
information. In any system of auto- 
mation, it’s sound practice to design 
the form-system early in the plan- 
ning stage. This is the way to be 
sure correct forms design and con- 
struction are carefully planned so 
as to bring home dividends in eff- 
ciency and economy. Moore manu- 
factures forms only, and not ADP 
machines. Moore’s ADP fits auto- 
mation to the need of the company 
—no more, no less. That depends 
on its size, and the nature and num- 
ber of transactions. ADP can be 


applied to a system all at once or in 





planned stages which apply auto- 


mation gradually as required. 


EXPERIENCE pays in this field. The Moore man, having 


the benefit of experience with many companies, brings 


SEE CASE HISTORY 
a wealth of knowledge and an outside viewpoint to ON FACING PAGE 


the data processing problems of your company. 
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Smooth system keeps a warehouse working 


An ADP Order-Shipping System assures same-day shipments, 
positive control and accuracy 


MAIN OFFICE A Moore one-part continuous form 
is used to teletype the customer's incoming order 
from the main office to the warehouse. This 
method saves many hours of delay in getting 
orders entered at the warehouse. 





WAREHOUSE The order comes in automatically 
typed on a 2-part Moore form. The special con- 
struction of this Moore Speediflo form makes 
operation trouble-free and automatic. The 
machine, in fact, runs unattended. 



































. 


SHIPPING ROOM Part 1 of the.form gives Ship- 


ping a packing list to enclose. And also the 


MAILING DESK Postage is affixed and the amount 
entered on Part 2. This is detached and sent to 
addressed label. Part 2 of the form, with label the main office for billing. One automatic writing 
attached, travels with the package, to the has supplied all the order and shipping informa- 
Mailing Clerk. tion — and control. 


Moore forms are the heart of the ADP benefits 


The company enjoys speed it never had before in transmitting 
orders to Shipping so they can be filled the same day. It op- 
erates with more accuracy, transcribing errors have been elimi- 
nated. Any company, large or small, can learn how to begin 
getting ADP benefits simply by talking with the Moore man. 
He’s in the Classified or write the nearest Moore office, below. 


MOORE BUSINESS FORMS 


Inc 
Emeryville, California 


A Moore form used 
in the system 


Niagara Falls, N.Y. °* 


Since 1882 the world’s largest manufacturer of business forms and systems. 
Over 300 offices and factories across the U.S. and Canada. 


Denton, Texas * 


For More Information Circle No. 233 
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Production control and customer performance records are maintained on one machine; 
receivables, payables and salesmen's commissions on another; payroll, sales analysis, govern- 
ment reports and dividend records on the third. 


tion orders), and production completed, amounts in the appropriate columns. As 
are all entered on these forms. The post an order or shipment is entered, the 
ing is done on a standard National operator touches one of six buttons on 
Model 31 typewriter-bookkeeping ma the machine, according to the month 
chine, directly from order copies, ship of scheduled delivery. When the ma 
ping copies, production orders and chine gets to the Orders Scheduled sec 
and production reports. 
The posting job itself is very simple. duces the amount in the correct monthly 
The operator first picks up all old bal column. 
ances, then runs right across the card, Notice that total orders for the year 
in adding machine fashion, entering to-date, balance to be produced, balance 


tion, it automatically increases or re 


Se ee 


@ Chronologically records actual on-and- 
off time by duration. 
@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 
ment, repairs, maintenance. 
@ Gives total operating time of machine, 
feed or belt-line. 
@ Allows ability to anticipate equipment servicing. 


m4 ‘TIME RECORDER + TOTALIZER 


TR+T records on continuous 4-month tape. Uses no 
ink. No maintenance. Thousands in use in large and 
small plants. 

Now get complete, accurate, documented production 
data on any machine, process, operation. Eliminates 
costly, inaccurate spotchecks, time studies. 


STANDARD INSTRUMENT CORP. 657 sroapway 
Division of HEAT-TIMER. CORPORATION New York 12,.N.Y. 


For More Information Circle No. 271 
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No mistake about it—this 
gleaming white-polished 
EraserStik makes all the 
difference between — ‘Nice 
work, Miss Jones!” and an 
angry rebuke. 


1099B 


Because EraserStik erases 
without a trace, leaves no 
ghosts to give the Boss fits. 
No wonder every Secretary 
and Typist in our office is in 
love with her EraserStik. 





™ (ALL SERVICE) U.8.A* 





the A.W. Faber imprint. Call 
your Stationer today. 


»FABER-CASTELL 


O INC. NEWARK 3. N. J 





A. 


PER 


W 


u ¥\ 


For More Information Circle No. 283 
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Remember, it isn't a gen- | 
vine EraserStik unless it has | 





ments are kept 


to be shipped, and balance on hand, 
are all automatically computed and 
printed by the machine. The total 
of the posting also accumulates automati 
cally and is proved against an adding 
machine tape, run beforehand. 

Our Production Control Records give 
us a complete picture of each product, in 
every style, size and brand, at all times. 
They are used continuously to make up 
production orders, to order raw ma- 
terials for production, and to order 
packaging materials. The production 
control manager refers to them 
stantly for the purpose of scheduling 
production and keeping stock in balance 
that orders filled on time. 
Overloads on certain items are quickly 
corrected. The ecards also reveal the 
biggest selling items which should be 
emphasized in next year’s line. 

A Production Report (Fig. 2, page 
104) is made monthly from these cards, 
to show inventory of finished goods, a 
breakdown by month of deliveries 
promised, and the total required. It is 
used for inventory purposes and also 
fast overall check on what has to 
produced. 


con- 


so be 


can 


as a 
he 

A Customer Performance Record 
(Fig. 3) is also produced on the same 
typewriter-bookkeeping machine, for 
garden hose (our main product) only. 
A different box is used for each order. 
Item, ordered and date to be 
shipped are filled in. As shipments are 
made, they are noted in pencil alongside 
the amount ordered. 


f< tage 


We refer to our Customer Perform- 
ance Records constantly to see that ship- 
up-to-date. These re- 
cords are also used to answer telephone 
inquiries and to quickly locate orders 
in the file. When someone asks a ques- 
tion like, ‘When was my order number 
5042 shipped?” we can answer promptly 
by reference to this ledger record. If 
the inquiry necessitates going to the 
order itself, we ean find it by glancing 
at our order number as shown on the 
eard., 

The of han- 


thorn-in-the-side task 
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volume—volume 


Don’t let correspondence bulk overwhelm you, just say the word—and 
VOICE-MASTER will cut it down to size. Only VOICE-MASTER brings you 
the luxury of automatic dictation at its best—plus unmatched simplicity* and 
GUARANTEED performance. Portable, of course! 


VOICE-MASTER Magnetic Disc Dictation by MAGNETIC RECORDING INDUSTRIES 


MAGNETIC RECORDING INDUSTRIES 
11 East 16th Street * New York 3, N. Y. 


Please send complete information about 
VOICE-MASTER Dictation Systems. 


i 


*the mark of 


advanced engineering Firm 
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For More Information Circle No. 196 
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Fig. 4. Swan Rubber Company's accounts 

payable operation is designed for immediate, 

direct distribution to inventory and expense 
ledgers (at right). 


dling accounts payable on a 100% ae 
curate basis has been mechanized in the 
same way—by using a standard type 
bookkeeping machine similar in 
struction to the used for produe 
tion control records. A voucher, remit- 
tance advice, and purchase journal ar 
prepared simultaneously (Fig. 4). The 
distribution on the journal is to various 
control accounts. as well 
as gross and net accounts payable post 
ings, accumulate as made. 
A second run to distribution and general 
ledger accounts, also shown in Fig. 4, 
ties back to the control totals. 

Observe that there is a line by line .00 
proof of each posting, in the extrem¢ 
right-hand column—a proof of 
entry, immediately after it is made. 

Accounts payable checks are written 
on the same equipment. A check register 
is produced at the same time, as a by- 


econ 


one 


These columns, 


entries are 


every 
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product ot this Checks are 


automatically 


opt ratio 
dated and numbered by 
the machine 

1,000 
employees is prepared on a standard typs 
NCR 145 Again, the 
job is simple, understandable and 
produces records that are usable at any 
time. One ot the most desirable aspects 
of this kind of payroll operation 
for which we certainly no not claim 
is that it may be, and is, 
used by rather small companies and by 
industrial giants as well. No matter 
how may grow, the 
hasie pay roll system does not have to 


Our weekly payroll for about 


machine ° 


payroll 


original eredit 


large a company 


be changed to obtain peak efficiency. 


All payroll records are 
one operation 


produced in 
record, pay 
statement, check, check register and pay 


(earnings 


For More Information Circle No. 154—>5 





STOCKHOLDERS DIVIDEND #FECORD 


Fig. 5. Dividend checks are 
written on the payroll- 
analysis machine, and stock- 
holder's dividend record is 


created at the same time. 
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Commission 

Freight Allowance—Rubber 
Freight Allowance—Plastic 
Miscellaneous Charges 
Trade Discount—Rubber 
Trade Discount—Plastic 
Special Discount—Rubber 
Special Discount—Plastic 
Defective Material Allowance 


CAREY PLANT: 
Gross Sales 


af Excise Tax 








roll journal) and all are in original 
print. Earnings, F.1C.A. and with- 
holding tax to-date are computed and 
printed by the machine on each earn- 
record, making it relatively easy 
to prepare W-2 and 941la reports which, 
incidentally, are also done on the same 
equipment. Writing dividend checks and 
dividend records (Fig. 5) is another 
interesting application. 

The touch of a button and twist of 
a key converts the payroll machine into 
a multi-total analysis machine which 
is used to analyze sales. Following is 
our breakdown: 


BUCYRUS PLANT: 
Garden Hose 
Plastic Hose 
Auto Heater Hose 
Other Hose 
Freight on Plastic 
Freight on Rubber 


Ings 


<—For More Information Circle No 154 


Miscellaneous 
Freight 
Freight Allowance 


Qur two plants are done in separate 
runs tor the sake of convenience. Note, 
however, that each of these breakdowns 
is accumulated in a separate total with- 
in the machine. The procedure is very 
similar to running an adding machine, 
the only difference being that instead of 


one motor bar there are many motor 


bars or buttons. The proper button is 


touched for each amount. When the 
analysis has been made, totals are 
cleared. Credits and returns are analyzed 
in the same manner. 

Accounts receivable, salesmen’s com- 
mission statements, stockholders’ divi- 
dend records and other miscellaneous 
tasks are similarly mechanized for sim- 
plicity, high speed and low cost. 





National Conference 


iah @-~ 


& Exhibit Calendar | 


International Congress on Acoustics, 
Harvard University, Cambridge, Mass., 
June 17-2 


MAC THE MAILMAN SAYS: 


Speed Mailings, Save Money 
AE 
ass National Machine Accountants Assn., 
D, ? | Shamrock Hotel, Houston, June 27-29. 
OU, LISNA TM. National Office Machine Dealers Assn., 
Saves time! Saves money! Shamrock Hotel 
They're a snap to use! 


National Assn. of Cost Accountants, Con- 
with rad Hilton Hote - 


, Chicago, June 24-27. 
5 


, Houston, July 8-11. 


Assn. for Computing Machinery, Uni- 


versity of California, Los 
@ Duplisnaps are carbon inter- A : 
leaved. No carbons required! 
33 perforated, gummed labels National Assn. of Bank Auditors & Con- 
to a sheet. Each label (2'%.” x trollers, Shorha Hotel, Washington, 
1”) is large eriough for a four D.C., Sept. 17-2 
line address. 


Angeles, 


ry 97.99 
1p. ol-ad. 


American Institute of 
Olympie Hotel, 


Accountants, 
Seattle, Sept. 22-27 


Saves hours of typing — 2, 3, 
4, 5 or 6 labels can be typed 
in one operation. 

Labels typewriter-spaced for 
quick typing. 

Labels perfectly aligned. Once Controllers Institute of America, Wal- 
you co-arrange the top edge of lorf-Astoria Hotel, New York, Sept. 
a set with the aligning bar on 30-Oct. 3 

typewriter no further adjusting 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, 


Nel! pt. 29-Oct 


( ‘hicago, 


needed. 

One quick ‘‘snap"’ removes 
carbons intact . . . no tedious 
and time-wasting hand sep- 
arating is needed. No carbon 
smudges on labels! 

Each sheet in a set is numbered 
in sequence on bottom tab... 
simplifies sorting into groups 
which allows successive mail- 
ings to be sent out in an orderly 
sequence. 


National Institute of Governmental Pur- 
chasing, Conrad Hilton Hotel, Chicago, 
Oct. 14-17. 


National Business Show, Coliseum, New 
York, Oct. 15-19. 


Systems & Procedures Assn. of America, 
Bellevue-Stratford Hotel, Philadelphia, 


Oct 


22-24. 


National Business Forms Associates, 
Westche ster ( ountry Club, Rye, N. : 
Oct. 28-Nov. 1. 


For complete details send for your free 
copy of “Speed Your Mailings’ with 
free samples 

EUREKA SPECIALTY PRINTING CO. 
518 ELECTRIC ST., SCRANTON 9, PA. 


For More Information Circle No. 316 


Industrial Management Society, Sherman 
Hotel, Chicago, Oct. 31-Nov. 2 


a 


Eastern Joint Computer Conference, New 
Yorker Hotel, New York, Dec. 10-12. 
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is 


Depend on ADDO-X to 
perform the thousand and 
one adding, subtracting 
and multiplication jobs each 
day with amazing speed,” 
quietness and smooth action. 
Operators are more relaxed, 
more efficient on ADDO-X 
machines. The STEP-O- 
MATIC lever offers 
calculator performance 
when multiplying. 

Write for descriptive 
literaturet today. 


ADDO MACHINE COMPANY, INC. 
145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 
"WEST COAST BRANCH 


WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-224 


*At 175 r.p.m. 
+Also on our NEW two register machine. 


pationo tanta Senter wy te: 





For More Information Circle No. 163 
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TYPEWRITER duced one o1 the most eou prehensive 
Smith-Corona, Inc., Syracuse 1, N. Y 
makes the Pacemaker, a ‘‘basic’’ oftice In color and sound, the 16-mm motion 


films vet prepared on floor maintenance. 


typewriter featuring simplicity of oper picture has a running time of 15 minutes 
ation and low cost. Intended to fill the Titled ‘* Modern Floor Maintenance,’’ it 


gap between portable typewriters and demonstrates right and ong methods 


present office typewriters, the Pacemaker of cleaning and polishing floors. Dai 
is sturdily built with everything essen touch-up maintenance and many of its 
tial to do good work, but without the common problems are covered pictorially 
luxury features of the Smith-Corona as well as in narration. Interesting side 
Eight-Eight Secretarial office typewriter. lights include the care and handling ¢ 
equipment and simple rules for safety. 
Designed al administrative execu 
tives i 1 training of cleaning crews, 
the fil now available for showings 
by Legge representat n principal 


cities. Companies wishing to arrange for 
a showing are requested to contact C. V. 
Starrantino, vice president, at above 


dress or Circle No. 117. 


PHOTOCOPY MACHINES 
Copy-Craft, Ine., 105 Chambers St., 
New York 7, N. Y., announces a new 
complete line of photocopy machines un- 
der the name Copy-Craft. Constructed of 


Machine will be sold on a non-exclusive 

basis through many of the same dealers 

who now sell Smith-Corona portable type 

writers, from coast to coast. The ma 

chine has quick-set margins, full-width 

tabulation and a quiet, speedy action. 

Its all-around steel frame is equipped for 

desk clamps. Made with pica or elite 

type, and certain other type styles avail 

able at extra charge. It is believed that 

this typewriter and its non-exclusive dis- 

tribution will expand new machine sales. sturdy plastic in a soft sh: if green, 

For More Information Circle No. 152. the Copy-Craft has graceful, functional 
design and simplified, smooth-action op 


FLOOR MAINTENANCE FILM eration. All Copy-Craft machines use 
Walter G. Legge Co., Dept. W-6, 101 Copyrapid, Gevacopy and Copy-Craft 


I 


Park Ave., New York 17, N.Y. has pro- pers, and make several types of copies 
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ncluding and film for 


There are 


transparencies 
diazo and offset. 
the combination 
throat, three sizes in the 
flat printers for copying 
For More Information Circle No. 


two sizes in 
unit with, 9” or 14” 
and 


with 


two-part 
units 
books. 


127. 


CONTINUOUS TAB CARD CHECKS 


American Lithofold Corp., 500 Bittner 
Louis 15, Mo., 
Tab Card Checks on Lithostrip continu 


st., St. makes Electronic 


ous forms. Easily adapted to present ac 
the 
Checks incorporate all the automatic fea 
tures of tab 
are pre punched and pre-nun bered, 


‘an take 


counts payable systems, 


card checks. Since checks 
users 
advantage of the check recon 
offered by 


or can perform this operation themselves 


cilement service many banks, 
The econ 
the Elee 


preparing voucher 


m their tabulating equipment. 
tinuous form, 


( ‘heeks, 


Incorporating 
allows 


checks on automatic equipment such as 


tabulators, typewriter-card punch = or 
the 


cards 


tvpewriter-tape punch machines. In 
latter instances, a control set of 
including punched amounts and distribu 
tion of accounts can be prepared auto- 


Checks 


also can be prepared on typewriters and 


matically. Continuous Electronic 


Tue Orrice—June, 1956 


Eleetronic 


Manufae 
Elee- 
available on 


For More Infor- 


some bookkeeping machines. 
tured to individual specifications. 
Checks 
Lithoset unit set forms. 


mation Circle No. 129. 


tronic are also 


TYING MACHINE 
B. H. Dept. 


Vincennes Ave., Chicago 20, 


OF -66, 
El 
a table top pres 


gunn Co., 7605 
makes 
a tying machine with 
trip 


accelerates machine 


With the 


sure which 


tying nearly 25%. table-top 


pressure trip the 
tie a bundle in 1% 


2 
bundle or , 


average operator 


seconds or less. 


can 
The 


package is merely placed on 


the trip and the tying arm automatically 


makes its revolutions. 
treadle 
sult is the same strong twine tie 
slip-proof, 


The use of a foot 
is completely eliminated. -The re 
and the 
The 


postmasters. 


same pilfer-proof knot. 
knot is fully approved by 
The table-top pressure trip model was 
developed specifically for the U.S. Post 
Office Department and has been ordered 
in quantity for use throughout the coun- 
try, but it is not limited to Post Office 
work or to mail tying. It has been 
widely adopted by industry to eliminate 
bottlenecks in tying a vast variety of 
items. For More Information Circle No. 


121. 








ELECTRONIC PRINTER-PUNCH 
3urroughs Corp., Detroit 32, Mich., 
makes the Series G high speed Printer 


for mass 


} 


mailing operations. It 
l-address labels at 
minute. It 


ice name-ar 

ate of 900 
recognize selected 
the m 
dress pieces to tl 
sult of 


through the machine, Th 


will 
their 


ind ad 


lines @ 
names, separate 


eards from ister card file 
at group—all as a re- 
one quick pass of the input cards 


machine is 


the 


process 


fastest 
yet 


to have 
printing 


punched-card 


for 


said 
fed developed 
accounting and document production pur- 
poses—over 41,000 characters a minute. 
] f the Series G equip 


nt, scheduled for delivery early next 


Subsequent models « 


var, will also incorporate a slave card 


iching and printing unit to punch a 
i and print on both 

taneously. Cards, which 

return’”’ 


sides of it simul! 
might be bills 
pieces, 
automatic input 
media ompany’s accounting sys- 
tem were mailed back. Other 
models are now in production with two 
input card-feeds. These read and 
print related information from two 
separate stacks of punched cards simul- 
taneously without requiring a physical 
merging of the two sets of cards. Printer 
and printer-punch units can be com 
bined in a number of ways for a wide 
variety of applications. To date, Bur 
roughs has rental orders totaling over 
2% million dollars annually. A variation 


‘é 


or 
would 


please 
later 
for a 
when they 


promotion 


serve as 


can 


equipment will be used for nput 
and output on Burroughs large Bean 
introduced late: 
Depending on the nature and 


computer 
this 
number of the various slave pr 
printer-punch 
rentals from 
More Information 


system to be 
year. 
nter and 
monthly 


For 


units, Series G 
$1650 to 


Circle No. 


StI) 


102, 


range 


OFFSET FEEDBOARD 


Eastern Corp., Bangor, Me., 


is offering, 


without 


charge, a ¢ machine 


feedboar | tor whe rf {t »f dupli 
feed 
eators 


*s run 


f such well known papers, for office use, 
as Atlantic Bond, Atlantic Duplicator, 
Atlantic Mimeo Bond and Atlantie Off- 
set, Eastern Corp. is interested in seeing 
that the users of office duplicating equip 
ment secure the best possible performance 
from both equipment paper. Dis 
tribution of the new feedboard is being 
through 


and 


made 


franchised Eastern mer 


chants located in all principal cities. 


More Information Circle No. 114. 


For 
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COMBINATION DICTATING 
& INTERCOM 
Federal Telephone & Radio Co., 100 
Kingsland Road, Clifton, N.J., makes 
equipment combining dial switching tele- 
phone with auto- 
matically controlled, centralized 
ing and 


inter-communication 
record- 
transcription of dictation. The 
Federal dictation control system is com- 
pletely automatic with push-button, or 
dial start-stop control of recorders. Play- 
back, correction, end of letter and at 
tendant call are accomplished by dialing 
assigned single digits. It allows any em- 
ployee to have what is tantamount to a 
personal secretary 24 hours a day. Fed 
eral equipment can handle requirements 
ranging from as few as 20 stations to 
more than a 1000 as combined inter-con 
and dictation telephone. For More In 
formation Circle No. 144. 


ELECTRIC FILE 
LeFebure Corp., Cedar Rapids, 
makes the Filevator which features push 
button selection and tray positioning. At 
the touch of a button, selected trays are 
positioned at ideal working level. Drawet 


Iowa, 


moves forward on full progressive sus 
into easy reach and full 
of the operator. Complete positioning is 
accomplished quickly and quietly with 
a minimum of effort. The selection pane] 
is indexed. to the file, which 
eliminates any time-taking decisions by 
the operator. The Filevator offers the 
fastest cycling time. An average of only 
2% seconds positions any desired trays 
at working level. This permits the fast- 
est filing speed. Trays include adjustable 
aluminum spacers to assure a stay-open 


pensions view 


records iri 


working V for prompt refiling of cards 
for notation or posting. Re- 


duced waiting time and convenient work- 


removed 


ing features cut to a minimum the time 
required for an entire sequence of find- 
post-refile. Based on an average of 110 
ecards per inch in normal indexing, the 
Filevator will 
mately 250,000 3”x2%4” MIB ecards; 
127,000 3” x5” cards; 85,000 tabulating 
cards; or 60,000 5” x8” cards. Every 


accommodate approxi 
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card, regardless of size, is quickly acces- 
sible without stretching or bending. The 
extra capacity of tray simplifies 
expansion, sorting and card control. Only 
48” wide, the Filevator allows the oper- 
ator to perform all: visual 


each 


manual and 


operations from one comfortable, seated 


Her normal field of vision in- 


cludes the centralized eye level selection 


position. 


panel, organizing shelf, trays and work 
surface. All and 
within normal reach. This reduces physi- 
eal effort and available for 


many 


cards materials are 


makes filing 
persons who are unable to with- 


stand stoop, stretch-bend and lift opera- 
full 


records, 


tions. Safeguard designs 


} 
provides 


protection for operator and 


movement 

to light 
struction. Removable panels prevent dis- 
traction and eye fatigue caused by mov- 


instantly in re- 
any ob 


Tray 
spt ynse 


stops 


pressure for 


ing trays, and are easily removed for 
ready reference to all trays in case of 
a power failure. Minimum space require- 
ments allow using two, three, four or 
more files to give fewer persons access 
to more records. Standard Filevators 
operate on 110-volt AC. Special trays 
are available for non-standard cards. 
Trays wider than cards allow offsetting 
within the file. For More Information 
Circle No. 138. 








PORTABLE TRANSCRIBER 


Thomas A. Edison, Inc., West Orange 


ms Uy 


N.J., makes the portable Secretarial 


transcribing machine, part of the Voic« 
writer series which uses slim red 
dises for electronic recording. 
executive gray, machine colors 
muda blue, Capri green, Moroce 
Hunter green. 
case is available 
secretaries who lik: 

0 meetings 


operate ‘ 


ng at 
through 
changes 
make it 
son inde 
Tour time 
pointer 
to find 
set at 

typing position 
the index slip t » the entire surfac« 
clearly. Priced at $359.7: ith tax. For 
More Information Circle No. 133. 


122 


CHAIR MAT 
Products, 53 W. Jackson, 
announces the plastic 
office chair mat. Its 
ill 144”-thick sheet 
Available in 


| oTay wood 


] sizes t ( 


Information Circle No. 12! 


TAPE FILE 


Div., Sperry Rand 


I 


New York 10, 


perforated 
ecards to 
lata pro 
the working 


stored and 


recorded on 

on edge-punched 

ym a file and re 
orking tape as re 


tapes and eards, 
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are used over and over again. They must 
be kept in good condition and protected 
against wrinkling or tearing; available 
at a moment’s notice. The standard size 
Kardex pocket can accommodate both 
five and which is 


eight-channel tape 


fitted into a holding card in the pocket. 
coded in the tape is 
printed on the body of the holding ecard 
folds of tape 


comfortably housed, and as many 


The information 


for identification. Several 


an be 


three separate tapes may be stored 


When edg 


e-punched 
inserted 


the same pocket. 


ecards are used, they can be 
into the 


Kardex pocket vertically or 


horizontally, depending on their size, The 
ard provides its own space for identify 
may be 
ecard itself. 


ne information, and 
body of the 


postings 
made on the 
Therefore, the 
both in the 


entire card can be used 


common-language reprodue 


ing machine and as a posting medium; 
holding ecard is 


For more Information Circle No. 


FLOOR COATING 


Sanitary Specialities Corp., 1001 


no additional necessary. 


109. 


Us &. 


offers 


S. California Ave., Chicago 12, TIl., 


a free four-page color brochure on their 
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Flourish foot-sure floor coating. This is 
product passed by Under- 
writers’ Laboratories, Inc., as slip-resist- 


a waxless 


ant, and is claimed to be even more foot 
For a copy of the 
105. 


sure in wet weather. 
brochure, Circle No. 


HANDCLEANER 

West Disinfecting Co., 42-16 West St., 
Long Island City 1, N. Y., makes West 
Waterless Hand Cleaner, a white, liquid 
which removes soil, grease, inks, paints 
and grime from the skin. Well balanced, 
with mild, odorless ingredients, it has an 
almost neutral pH and is extremely mild 
to the skin. It contains a relatively high 
amount of Lanolin with a mild perfume, 
and leaves hands feeling smooth and with 
a pleasant odor. Contains no harsh al 
kalis or abrasives and its repeated use 
will not cause a defatting of the skin. 
For More Information Circle No. 103. 


BALL PEN 
David Kahn, Dept. OM, North 
Bergen, N. J., makes the Wearever De 
Retractable Ball Pen with the fea 


tures of more expensive models. Selling 


Ine., 
luxe 


for only $1, it has a handsome silver 


finish cap and tip for greater durability, 
and a colorful barrel of sturdy plastic. It 
writes long lasting 


instantly, using a 


supply of quick-drying permanent ink 
that’s non-transferable. One press and it 
Another 


press and the ball tip disappears, pro 


snaps into immediate action. 


viding positive protection against acci 


dental ink smears. Its handy size is ideal 
for carrying in pocket or purse, and it 
has a sturdy silver finish clip. Available 
in fine and medium points, it uses the 
Wearever No. 96. refill. dozen are 
displaved on attractive counter card. For 
More Information Circle No. 113. 


One 

















STAMP PAD INK 
Homs Co., 326 Ja 
11, Calif., 

Pad 


squec ze 


Douglas 


*kson 
Plasti 


St 
San makes 


spill 


] 
plastic 


Francisco 
color Ink in a 


unbreakablk 


Stamp 
type con 
rhe patented container virtually 
clothes, desk 
nozzle is de 
flow r 


eliminates 


fino re 


proof 
reet 


papers, etc. 3 spill 


signed Tt) 


ink 


its the 
pregnate the 
| leak 


user 
to thoroughly 
pad. The 
should it 
age in 
boxed, s 


conta 
tip 
Attractively 
pad 


ontainers 


desk 
ar 
for 


inks 
available in ‘a 2 on. * 
either xr foam 1 
pads. For More Information Circle No 
148. 


felt basi ubber stamp 


WATERCOOLERS 


Eb 


» Mfg. Co., 265 N. Har 
Columbus a , 


13. Ohio. has 
stellation seri 


watercoolers in desert dawn color which 


is neutral to complement any decor. Each 


has a stain- 
ilitate faster 


cleanliness. 


Constellation pressure model 
less steel top designed to fac 
water removal and iner 


ase 
Cooling capacities of several models have 
been greatly increased, in 
as much as 40%. Model BR 
plete beverage center and 


the Hot ’n Cold group. 


some 
HC isa 


an addition to 


cases 


com 


Supplementing 


124 


proof, 





two other bottle models, the BR-HC 
1 refrigerate l Corl 


to kee p bottled 


has 


partment big enough 


drinks, packed lunches 


or even serums, biologicals and phar 


aceutieals cool and safe. will make 


" 
Keep 
I 


nodels of the Hot ’n Cold group, 
n atehing 


slight 


cup 
extra 
1 and foot 
capacities; 
bottle or pres 
y duty, 
ndustria] 
101. 


Circle No. 


HNioOsion-p! 
} I 
} } 


More Information 


LOW CEILING LIGHTS 
E] Products, Ine., 60 
Mass., n the 


fixtures for 


Sylvania 
Soston Ay 
Mohawk 


low 


akes 


ceilings. 1334” wide 


and the Super-Chief is 2334’ Shield 


louvers, 


wide, 
astiec 


ing can be in the form of pl 
metal plastic or a 


dished ] 
The dished plastic and 


louvers, low 


bright ness lens. 
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SPIRIT DUPLICATOR 


$134°° + FET 


COUNTER $10.00 EXTRA 


AUTOMATIC FEED Look at today’s best buy in spirit 
duplicators! The new BDC brings 


you every important feature — in- 
cluding an automatic feed—for less 
than you would expect to pay for 


ROLLER MOISTENING hand fed equipment. 


Cam operated, the new BDC Spirit 
Duplicator will give years of service- 
free performance. Compare the 
AUTOMATIC MASTER CLAMP superb design by Burton Tysinger, 

check the outstanding technical fea- 


PRESSURE CONTROL tures, and write for complete infor- 


mation today. Bohn Duplicator 


BALL BEARINGS THROUGHOUT Corp., 444 4th Avenue, New York 
16, New York. 


GRAVITY FLUID SYSTEM 


PERFECT REGISTRATION 


GUARANTEED I YEAR 


For More Information Circle No. 255 
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the low brightness lens are 
offices, 
where glare 
availab 


and schoc Is 
The 
S-It. 


continuous 


conference rooms 


is a problem. fixtures, 
both 4-ft. and 


may be surface mounted in 


e in units, 


row. 


They are 


only 3% deep which 
makes then a | 
The 4-ft. 
with 
8-ft. 
75-watt 


laptable Tor iow 
8-ft. units are available 


ballasts; 


and 


dual 40-watt rapid start 


lable with dua 


Mohawk 


steel 


units are 
instant 


fixtures are made of 20-gauge 


wrap 


around construction. Luminous 


plast i 


side panels reduce contrasts. A specia 


hinging arrangement permits the entire 
shield to swing down for re-lamping and 
be removed easily 
metal parts are finished 
Miracoat baked enamel with a 
reflection of 


Circle No. 112. 


for servicing. Al 


with Svivania 
minimun 


For More Information 


RHO 


FOLDING LADDER 
Milston Corp., 514 
Rapids, Mich., 


Stool with 


Seeond St.. 


makes the 


both sides 


to go or down ei 


tip backwards because of wider angle, 


and legs will not slide together while in 
folded. Can 
space and will not fall 


over when not in use. 


use. Stands by itself when 
be put in a small 
Made in all alum 


num color or red, green, yellow and black 


intended for 


lower two both 
21” high with rubber 
slipping. Made of high 
formed for 


weighs only 7% 


steps on 


sides 


ninum colored: 


0 prevent 


steel and die extra 
an } etrnrd 


ld KD i1 
9514" to 


iness, 
attractive carton, 514” 


save shipping cost and 


‘ts up in a few minutes, 
bolt is 


screwdriver is necessary. 
For More Information Circle No. 104. 


size and 


nut 


used and only a 


OFFICE FABRICS 


Greeff & Co., 4 East 


vord St., 
offers a broch 
Liabil 


three 


Tree 
Asset or 
leseribing 


and four related 

group is 
ive Suite.’’ For 
131. 


Circle No. 


PRIVATE ELEVATORS 


145, Fort 
Personne] Ele 


al, busy 


pervice Co.,, 40x 


istaliation in 


xvas, makes 
speci 


buildings. 


Elevators are available in a wide range 


of finishes with doors to match building 
decor and inte! 


then 


custom iors. Anyone can 


safely operate and oil-hvydraulie 
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CRASHED 
Hole/p) a. 


and ii still u orked!* 


The fire raged, the floor collapsed, 

the Odhner plummeted to the basement below. 
Flooded with water, the adding machine 

lay submerged in the cellar for five days. 
Fished out, plugged in — it still worked! 

an actual case history: 

The Empire Jewelry Co. fire, Denver, Colorado, 
March 23, 1956. Learn about dependable 


ODHNER ADDING MACHINES! 
See Classified Phone Book or write: 


FACIT INC. 404 FOURTH AVE.,N. Y. 16, 
OR 235 MONTGOMERY ST., SAN FRANCISCO 





For More Information Circle No. 165 
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models are built for both freight and 
passenger use, at a cost said to be less 
than that of a fine automobile. 
pany offers a free planning service and 
vertical transportation 
Illustrated literature with en- 
For 


The com 


advice on all 
problems, 
gineering specifications is available. 
More Information Circle No. 142. 


BUSINESS & REPLY CARD 
R.O.H. Hill, Inc., 270 Lafayette St., 
New York 12, N. Y., makes regular busi- 


ness cards with a back flap which can 
be used as a business reply card. The 
front cover is a regular business’ card 
and the reverse side can be used to 
list products or services. The back flap 
is printed as a small reply card. One 
can carry the return address and 
the other an order blank, a request for 
information or a note asking the sales- 
man to The fold connecting the 
two cards is scored to facilitate tearing 
off and mailing the back flap when the 


side 


eall. 


“I do laborless filing, in 
half the time-with 
CORRES -FILE 


.--! love it!” 








CORRES-FILE increases efficiency — saves 
time (50%) and money—improves employee 
morale, by taking the file clerk out of the 


laboring class! 


gques TIME, LABOR and 
up to 40% in SPACE! 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 


For More Information Circle No. 215 
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ospe ris é esen- | 
prospect wishes to contact the represen SF 
tative, or receive literature and prices. 


R.O.H. Hill Folded Business Card-Reply ona WORRIED 
Cards are available in two sizes: stand 

ard 2” x3” and 2%” x4" with postal ABOUT YOUR 
permit. For More Information Circle No. CONFIDENTIAL PAPERS? 


150. 
C VYlou YOU CAN 


CARD DESIGN KIT DESTROY THEM. 
Neenah Paper Co., Neenah, Wis., of 
fers ‘‘Your Guide to Better Indexing’’ 
to aid buyers of index papers in design — IN SECONDS! 
ng card indexes to meet their special i ANE ACSA 
needs. It consists of fifteen 5” x8" 





samples eveletted in the lower left cor 


+ 


or easy fanning. The set tells the 


POO nen srvvue cetemeaccte ts tae sities riaes Seal 


The “Silver Executive Automatic'—the 


prospective b re abo ab Sizes, @¢f d ° . . 
— oe . . only automatic shredding machine on the 


sizes, indexing, ruling and color control. 
2 a market—destroys papers safely because 


it's self-feeding! Simply load it and turn 


Each card is a sample showing color and 
weight. Cards for each grade contain ‘ : 
charts showing sizes, weights and colors it on... your confidential papers are 
available at the mill. Important buying destroyed quietly and quickly. Typewriter. 
facts such as sizes, weights, colors, paper size, compact, portable. Attractive gray 


formation and writing surface are given crinkle finish. 10-day free trial on any size 
on the last three cards in the set. For shredder. Write for literature describing 
a free kit, Circle No. 123. the only complete line 

of paper shredders— 


ACOUSTICAL PAINTING both disc and 
Luminall Paints, 3617 S. May St., Chi models. 

cago 9, Ill., offers a free folder describ 
ing how to paint acoustical surfaces (tile, 
acoustical plaster and aggregate block). 
It tells how to mix, brush and spray the 
paint. For a free copy of the folder and Sind Company 
color chart of Luminall paints, Circle Vidler 


No. 108. 103 MILL ST. + SALEM, OHIO 


reel 











For More Information Circle No. 188 
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How you can practically eliminate 
them by a plan which helps employees 
solve their own financial problems 


You know the trouble that results when 
an employee has his wages garnished 
Time is lost. Employee morale suffers 
There are hard feelings 
pany and employee. 


between com 


But there is a practical means fo! 
your employees to solve their own pe! 
sonal financial problems through a 
credit union. 


A credit union is a group of people 
who operate their own borrowing and 
savings system under a plan supervised 
by state or federal government. 


Credit unions can eliminate pay ad- 
vances and wage garnishments. They 
cut down absenteeism and job quitting 
by building morale and dependability 
Send for complete information about 
how a credit benefit your 
company 


union can 


pm ere eee eee eee errr 


SEND FOR MORE INFORMATION 


Credit Union 
Box 57, Dept. O-2 
Madison, isconsin 


Send me more 
unions 


Company 
Address 


wee ewe ewe ee ee ewww eee ee we I 


For More Information Circle No. 281 
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SOAP DISPENSER 
1214 Nostrand 


akes the Bo 


sobrick Dispensers, Inc, 
Brooklyn 25, N.Y., 
soap or cleanser 


U-Set-It mechan 


provi | adjustable output. 


controlle means of an 
= 


ce ssible, ompretely econceale 


By the screwdrive! 


djuster 


a pinch of 
a handful 


One ty pe ot 





hroughout 
dis 
soap or 

borax type to 
vegetable serub 
nechan sm avoids 
prevents messy 
iminates the 
ay reaching 

a capacity 

of triple-plated 
inish. Out 

t Irom a tract 
| s 1 in 


OZS, l baked 
For More Information 


Circle 


white 


No. 140. 


MIMEOGRAPH HANDBOOK 


B. Dick Co., 5700 W. Touhy Ave., 
o 31, ILll., offers practical help on 
. nimeograph communica 

a booklet, ‘‘Modern Mimeo 
Handbook.’’ It offers ‘‘ how 

for the secretary 


tells her how she can 


preparing 
illus 


unications and reports easily 
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THE CONFERENCE / BY KEN RILEY 


“Gentlemen, I have their letter here...” 


In a few moments that letter will be passed around to the members of the 
board. Let’s hope it makes the proper impression, for here is where the big 
buying decisions are made. 

Gilbert Quality Papers lend authority to any written message with their crisp 
feel, snap, unmatched brightness and rich cockle fin- 
ish. The carefully selected new cotton fibres used in 
the manufacture of Gilbert papers make these quali- 
ties possible. Be sure your letterhead does a forceful 
selling job for your product or service. Ask your print- GILBERT 


ing supplier about Gilbert Quality Papers. ce oem 


Gilbert Quality Papers wewasna, wisconsi™ 
Gilbert Bond, Resource Bond, Radiance Bond, Lancaster Bond 
/ WRITTEN ON A GILBERT BOND 
For More Information Circle No. 172 
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1 attractively. fhee managers, 
cating supervisors and mimeograph ope 
ators will find useful information on 
from how to ] 


and 


everythin: 


+ 


graph departmer 
plieator to selection 
to use for cifie jobs. 
Bo 
. ‘ ek Co. distributors 
a nominal charge. For More Information 
Circle No. 128. 


MICROFILM UNIT 
Hanimex (U.S.A.) Inc. 583 
San Francisco, ‘ 
ae Micromat 
camera, reade and auto-focus 
hn one 1! ° Made by Durst 


Bolonzo, Italy, it has a 50-mm Schne 


avi abie 


r Circle No. 145. 


TAPE & DISPENSERS 


Mis f Mfg. Co., Dept. 
+s two 
brand 


desk dis 





enser in 


g lights, copyholder, 
accessories is $583 f.o.b. N.Y.C. or above 


For More Information Circle No. 116. 


FILE ALARM 

Research Products, Inc., 
Danbury, Conn., makes the Model 
alarm unit for uj i e special offer 
Its transistor ¢ 
and it is listed 
Laboratories for burglary 
When user locks his safes 
turns ¢ itch and checks 


Deal R consists 
, as n 

me dozen 3%” x 

offers buyers 

list prices. 


tape comes 
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The New Seong 


in the modern office 


And the something new that has 
been added is the ALL NEW 
ELECTRIC COLLAMATIC 
today as much a part of the office, 
“scene as the electric typewriter 
ctric adding machine postage 


meter mail opener 


jm ad models available 


COLLAMATIC FIRST with an electrically 
powered office collator is today - 
FOREMOST with the widest variety of 
models available - able to deliver 
immediately an electrically powered 
collator to meet almost every 
conceivable office collating requirement. 


MODELS AVAILABLE ARE 


Standard Series 

Spacesaver or Cor e Mode 
Adjustable Stroke Series 

(t ccomodate varying 


c 
pace er r ( 


Printer Series 
adjustable str 


Console Models 


ke 


MANUFACTURERS OF THE ORLD’S LARGES INE 
OF ELECTRICALLY WERED OFFICE COLLATORS 


—< 


ta COLLAMATIC CORPORATION 102-6 STATE HIGHWAY 23 
WAYNE, NEW JERSEY MOUNTAINVIEW 8-2900 


© 1956, Collamatic Corporation 
For More Information Circle No. 224 
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PUZZLED BY 
FILING PROBLEMS ? 


— Are filing cabinets gobbling ‘ 
up valuable floor space? ie 


— Are crowded files ruining 
filing efficiency? 


— Are additional cabinets costing 
unplanned for expense? 

Solve Your File 

Problems 

with the 


Visi-Shelf Units are 
available with doors 
for maximum record 

protection; without 

doors where dust 
protection is not 
orina 


essential; 


combination of both! 


Send for Record 
Survey Form & Terminal Digit Filing 
Manual. No Obligation! 


Visi-Shelf File, Inc. ae 
105 Reade Street New York 13, N. Y. ! 
Please send the following: L 
File Survey Form 
Manual on Terminal Digit Filing : 
Catalog & Name of nearest distributor! 


Firm Name 


Address 


Seren en ae eseseecens 


Zone ~~. -~State 


hs mee eee eee ee ee ee ee ee ee ee 


For More Information Circle No. 189 
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in a 144” width, and the savings amount 
to $2.55 per deal. The deals, sold as com 
offered through 


For More Infcr- 


units, are being 
nationally. 
mation Circle No. 136. 


listributors 


PAPER DESTROYER 
850 Wind 


a Con 


Ou door Oven Fireplace Co., 
Hartford 5, ¢ 
Paper 


sor St., onn., makes 
fidential 


confidential 


Destroyer which reduces 


papers, obsolete records and 


blueprints to white ash with noiseless, 


firing. The inein 


: . 
smokeless an odorless 


0 the hydroxolation 


principle of low temperature’ burning. 


No supplementary fuel is needed. Can 


be located indoors Units are used 


or out. 


by banks, offices and laboratories. Charge 


chamber dimensions are 22” wide, 34” 


deep and 32” high. Destroyer comes com 


plete with locks on charge door and ash 
For More 


aoor tor 
Information Circle No. 


complete security. 


122. 


SELF-SCREENING FILM 


Sales Eastman Kodak 
4, N.Y., has 
**Kodalith 


which deseribes 


Service Div., 
Rochester 
16-page booklet, 
Autosereen Ortho Film,’’ 
in detail the use of this film in simplify 
the 


Co., 345 State St., 


published a 


ing conversion of continuous - tone 
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@ Makes a high-quality impression, 
with accurate register, in an area as 
large as 4 by 18 inches. 
@ Handles coated and uncoated paper 
and board, cellophane, plastics, foils 
in sizes up to 18 by 18 inches, from 
.010 to 3/16 inches thick. 
@ Uses instant-drying, flexographic 
ink which does not have to be mixed. 
Printing drum uses rubber mats or 
metal type from 6 pt. up. 
@ PB Power Stacker shown with 
Imprinter, has large capacity, keeps 
imprinted material in order and easy 
to handle and remove. 


Automatically imprints at speeds 
up to 7,500 items an hour! 


Seen this amazing new PB 
Imprinting Machine? 


In any office where advertising literature, dealer material, catalog sheets, 


envelopes, etc., have to be imprinted, this new Imprinting Machine is 

a big money saver and a real money maker... In the plant, too, for imprinting 
folding cartons, bags, envelopes and other containers, it cuts container 

as well as printing costs, prevents waste of pre-printed material— permits 
packages to be printed only as needed for current production. Does high-quality 
imprinting at speeds up to 7,500 per hour. Adjustable without tools, it can 

be easily operated by anybody. Call the nearest Pitney-Bowes office for a 
demonstration. Or send the coupon for free illustrated folder and case studies. 


Porn 4 


4PITNEY-BOWES 


(; 


PITNEY- BOWES, INC. 
3427 Crosby Street 
Stamford, Conn. 


I 

I 

—_ I 
> I 

o oe sr f : 
Im r int in 1 Send free Imprinter folder and case studies to: 

p g 

I 

' 


> 


Name____ 





e Made by the originators of the 
aC In postage meter Service from 
272 cities in U. S. and Canada. 


For More Information Circle No. 174 


Address 
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REDUCE 
ad Ne 
cosTs! 


with nu-Arc portable 
arc lamp and vacuum 
printing frame. 


3 Fast, Efficient & 
Economical models to 
choose from. 


The 1722-20 for 1714"x22 1%" 
plates, complete with power- 
ful are lamp with built-in 5 
minute timer... a sturdy 
frame with one piece molded 
rubber blanket and efficient 
motor, pump and vacuum 
gauge, all for $259.00. 


The N-16W for 12”x17’ 
plates, a semi-enclosed over- 
head model with are lamp 
and vacuum frame, less 
pump and motor $139.00. 
Vacuum frame for 12”’x17” 
less pump, motor and lamp 
$55.00. 

N-16 arc lamp $85.00, pump 
and motor $59.25. 

See your dealer or write 


for bulletin 210 AO 
® 


COMPANY, INC. 
824 S. Western Ave., Chicago, Ill. 
EASTERN SALES & SERVICE, 215 FOURTH AVE., NEW YORK,N.Y. 


For More Information Circle No 
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photographs to dot-patterne 
graphs. The fil: 
tilith, Dav 
eators to 


] photo 
Mul 
dupl 


enables owners of 


and other offset 


dson 
make plates for pictures easily 
and economically with a conventional 
and photofloods. The 


sheet-filn 


view camera filn 


can be used in any camera, It 


indoor or outdoor pictures eas ly 


] 


th extremely sharp detail. It per 


faster exposures than are possible 


halftone making, and repro 


such fine detail that type and half 


tone material can be exposed together 


without loss of type legibility. Film is 


ce se ae 


red 


available in 8” x 10” and sheets. 


A number of 


sensit zed offset plates, 


commercially prepa pre 
readily adaptable 
with Kodalith Autosereen Ortho 

listed in the booklet. They 


halftone 


tor use 


ean 


yr the press run. For 
Circle No. 


ooklet, 


119. 


MAIL ENCLOSED LABEL 
Mfg Co., ra 
‘¢First Ss 


aming 
Mail 


No. 5 Dennison label and additional post 
» for the 


» of the package. 


letter are placed on the out 


This eliminates the 


inconvenience of ‘‘sending under sepa 


rate cover,’’ and permits correspondence 


For More 


with merchandise. 
Information Circle No. 115. 


to arrive 
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3 PHONE 





™ RSE ame be ead he eres a 


ag 


NO OTHER 


PAPER CUTTER 


FOR SMALL JOBS IS BUILT 
TO SELL SO LOW! 


THE MICHAEL 
14” ALL-PURPOSE 
PAPER CUTTER 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 

for stationers, advertising agencies, 

photo finishers, banks, insurance 

companies, schools, colleges, small 

printers, letter shops, offset shops. | 
; Order from your dealer or 


. Michael Lith 


INCORPORATED 
145 WEST 45TH STREET 
NEW YORK 36, N. Y. 


ERO neo NT 


For More Information Circle No. 305 


PROBLEMS 
SOLVED —_ 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 | oaeage om 


Room 
New York 16 








For More Information Circle No. 306 
137 





on the Pays-for-itself” 
Plan 


Finest professional 

quality photo lettering & 

display type 
The Filmotype low cost “‘Pays- 
for-itself lan gives you the 
opportunity to use America’s 
No phot omposition ma- 
chine in your plant or office... 
without buying! You can return 
the Filmotype at any time! When 
you do decide to buy a Filmo- 
type, you pay only the differ- 
ence between rentals paid and 


total I urchase price 


@ Over 1,000 


ellering 


ime an 


Write TODAY for complete 
details and demonstration! 


FILMOTYPE 


60 W. Superior St., Chicago 10, Ill. 
4 W. 40th St., New York 18, N. Y. 


For More Information Circle No. 





HOT SOUP VENDER 
Co.. 7400 East 12th St., Kansas 


26. Mo., has developed a coin oper 


vending in cooperation 


oy) 


18. 


r use any 


For More Information Circle No. 1 


DRAWING INSTRUMENT 


Handee-Dandee Products, Ine., 


anta Monica 


adiustable point 
and templates for circles, French 
eommon shapes. Its eali 
to be as accurate 

handy for drawing 

mn as on a form, 


successl\ parallel lines 
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S-page 
ping jo 
2 breeze” 


Done in 25 minutes 
with a Kodak Verifax Copier 


By-passing the typing pool saves hours 
daily at the Detroit Branch of The 
Hartford Steam Boiler Inspection and 
Insurance Company, leader in its field. 


Claim records, invoices, policies—and 
other records which couldn’t be typed, 
such as engineering drawings—are now 
reproduced in the completely different 
Verifax Copier—5 copies made in 1 min- 
ute for just 242¢ each. 

Even the so-called “toughies,” like 
spirit duplicator copies of a 35-page sta- 
tistical report, are reproduced in stride. 
Done before a typist could copy and 
proofread one or two pages. 

And what’s most important, never a 
mistake or omission! Verifax copies are 


EASTMAN KODAK COMPANY 


Business Photo Methods Division, Rochester 4, N. Y. 


Gentlemen: Please send free copy of “New Time Saver— 


New Idea for Every Office.” 


Name 








photo-exact from letterhead to signa- 
ture— pencil or ink makes no difference. 


VALUABLE TIPS FOR BOSS AND 
SECRETARY IN NEW FREE BOOKLET 


Reveals the 101 short cuts which Veri- 
fax Copying has brought to thousands 
of offices . . . shows how the low cost of 
a Verifax Copier is often saved the first 
month. 






6-213 





Company 





Street 





City State 








For More Information Circle No. 225 
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and for shading. It also acts as a square. 
Made of transparent, tinted Styrene 
plastic, it lists at $4.95. For More In 
formation Circle No. 147. 


HANDCLEANER 


Landon Laboratories, 117 West 67th 
Terrace, Kansas City 13, Mo., makes 
Speed-Kleen, a lanolized antiseptic hand 
cleaner, containing Actamer, Monsanto’s 
improved bacteriastat. In tests against 
20 other handcleaners, it did a more 
thorough job of cleaning hard-to-remov: 
stains. It leaves the hands clean and 
soft, and there is absolutely no hand re 
action because Speed-Kleen shows neither 
an acid nor alkaline reaction to the skin. 
It works on difficult stains such as paint, 
printing, offset and hectograph inks, car 
bon and ribbon smudges, tar, roofing 
cements, greases and stains of all kinds. 
It takes less cleaner to do a good job; 
no hard rubbing or scrubbing. Saving in 
wash-up time makes it more economical. 
The ingredient, Actamer, helps inhibit 
the growth and reproduction of suscep 








tible skin bacteria. When used on hands 
with small cuts and bruises, instead of 
irritating such tissue, it will speed heal 
ing, as well as help protect hands from 
fungal infections. For More Information 
Circle No. 124. 


File with a smile 


Everybody is smiling . . 


space savings and comfort. The drudgery is gone 


. as Filevator reaches today's offices with new speed, 
bem operating even the most 


massive card filing systems. No more stoop, stretch, bend or lift . . . Filevator 
mokes all records accessible to one comfortable seated position. Work materials 
are organized and within easy reach. Ample writing surface is available at all 
times. Automatic tray selection and positioning at work level requires only 2'/2 
seconds. Yes, it is quite a file! 


The operator will smile when she gets the comfort . . you'll smile when you see 


the savings possible .. . 


the facts about... 


we'll smile when you give us an opportunity to give you 


Lh Fibure 
FILEVATOR 
the very beat in 

Electric Filing! 


COMPLETE INFORMATION AND 
LITERATURE AVAILABLE FROM 


rd \ , 
Le Febure CORPORATION ¢cepar RAPIDS, IowA 


eevee st ° 


For More Information Circle No. 187 
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THE DARN THING WEARS OUT 








Even customers say the factory builds Nobody has yet beat the Compt- 
Comptometers too well—they don’t ometer in the figuring jobs it is spe- 
wear out. Speed, efficiency and accu- cially designed to do. To have this 
racy explain why the machine has — statement proved on your work, or if 
earned so much business experience you only want a question answered. 
and office seniority. It’s what they say look up the Comptometer representa- 
it is—the mightiest little workhorse _ tive in the Yellow Pages. Or fill out 
in business. and send the coupon below. 


The Comptometer has many features 


ee eee ee Tee aT eee Oi Coser eae ieakaie nic, 

. . . . ' 

and several exclusives that give itoper- | FELT & TARRANT Mity. Co. l 

: : “og | 1715 North Paulina St., Chicago 22, IIlinois | 

ating leadership. Operator Safeguards —; sets —— 
‘hs, e ne : | Gentlemen: Without cost or obligation 

to insure accuracy : Active ( iphers for | 1 want more information about the new Comptometer 

accurate reading, to mention a few. ronan stheesoap eye eer geas l 

on . : = : | ease arrange a free office trial | 

There’s Floating Touch for operation, — ; ; 

° oe ° ° . | Name 

without tiring and Direct Action for | 

“ . | Company ! 

instant answers—all adding up to low- | 

. ; | Street | 

cost figure work. 

' City Zone State | 

Other products: The COMPTOGRAPH® CALCULATING-ADDING | 

z | MACHINE and the COMPTOMETER®) DICTATION MACHINE | 

( Oo M r } oO M E | E he Offices in principal cities and throughout the world | 





For More Information Circle No. 180 
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Executive 
Suite 
Heart 


[ 


N. wonder EMPRESS NYLON is rapidly be- 
coming ‘‘the'’ typewriter ribbon for executive 


correspondence. 


Made of long-lasting Nylon, it’s a bear for 
wear—really more economical in the long run, 
Turns out crisp, clean letters any man would 
be proud to sign. Every impression is uniform 
Our special inking 
for Nylon, 


—no light or heavy spots. 


process, developed exclusively 


guarantees that. 


For neater letters with that ‘‘executive look", 
equip your typewriters with EMPRESS NYLON 
ribbons. In light, medium or heavy inkings. 
Write for full 
of your supplier. 


information. Include the name 


PEERLESS mpeeial 
COMPANY / INC. 


Peerless Place, Newark 5,New Jersey 


For More Information Circle No. 269 
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CLASSROOM STANDS 
Meilink 1672 
Ave.. Toledo 6, Ohio, makes Hercules all 


Steel Safe Co., Oakwood 


business classroom stands, stu 


ping tables 


made pilot 


purpose 
dent ty 
Meilink 
number of schools, and both students and 
officials with 


equipment, 


and instructor tables. 


installations in a 
school were well 
the the 
Budget priced, all are designed with Mei- 
tubu- 
vibration 
office 
prevents 


pleased 
company reports. 
welded 
the 
and 


link’s exclusive arch-strut 


lar steel frames to resist 


of modern typewriters 


U-bar 


ma 


chines. bracing leg 


wobble affords 
Welded 
trouble-free 

baked 


non-glare, 


and generous chair and 
construction 
life. 


wrinkle 


leg room. assures 
are fin- 
Vibrex 


match 


long Frames 


ished in enamel, 
tops are semi-lustre, in 
ing or contrasting colors of school beige, 
black o1 The 


Classroom eomes 


gray, green. Hercules Busi 

Table with right 
or left-hand typewriter mounting, avail 
three heights with 
Heavy duty 


ness 


able in adjustable 


legs. 


screw-jack glides are 


on each leg. Screws adjust 1”; glides 
Instructor tables 
can be had in three heights to eliminate 


book 


18-gauge 


have 2” rubber faces. 


bending or stooping. Optional 


holder made of 


accessory is 


expanded metal with formed steel clips 
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that fit the frame of the table. No bolts 
or screws required; rubber insulated, it’s 
noise free. For more Information Circle 
No. 149. 


ASHTRAY 

RayMar, 10 South 11th St., Lebanon, 
Pa., makes the Smogmaster safety ash 
tray which holds cigarettes safely so 
that they will not fall out or shed sparks. 
Smoke stops instantly when cigarette is 
inserted into the stainless steel cone 
holder, reducing smoke in the office. Ciga 





FOR ALL YOUR NEEDS IN “— 


eTUT >) 3- ae —* 


Stock Sizes.Or Made To Order! RELIABLE 
SOURCE 


OF 
SUPPLY 


They Are GUIDE Specialists! 

















¢ HORIZONTAL AND VERTICAL 
GUIDES 


CARD GUIDES 

CHECK FILE GUIDES 

OUT GUIDES 

OPEN SHELF FILING GUIDES 
SYSTEMS GUIDES 
TABULATING GUIDES 

MADE TO ORDER GUIDES 
































FREE! For Special made to order Guides, send your specifications 
* for free, prompt quotations, design service also available. 


For Free Literature, Samples and Name of your near- 
est Dealer, write Dept. 79 on your letterhead today. 


97 READE ST., NEW YORK 13, N. Y. 


426 S. CLINTON ST., CHICAGO 7, ILLINOIS 
INDEXES | 











For More Information Circle No. 270 
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IPE GLEANING MADE EASIER 


with the “1h 


By it f 


CLEANS 
© Typewriters 
* Billing Machines 
* Adding Machines 
* Addressing Plates 
© liquid is * Marking Devices, etc 
*NORTA THE EAP 
NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York |, N. Y 
" More Information Circle No. 307 


Rubber 
Bands 


OUTSTRETCH 
OUTLAST 
ALL OTHERS 


* Guoromeed by = 

Good Housekeeping 

“a Sch.correnste 

Notionally Distributed 
Available of your 


PLYMOUTH RUBBER 
Regular Suppliers COMPANY iInc., 

Bands for Every Purpose Canton, Mass. 

For More Information Circle No. 308 


——= BUSINESS FORMS—— 


CARBON — INTERLEAVED PULLOUTS — SINGLE SET 
OFFSET & LETTERPRESS 
FINE QUALITY — LOW PRICES — FAST DELIVERY 
. 
Among Nation’s Most Progressive Printing Plants 
(Expanding Steadily Since 1938) 





ORDER DIRECT — BUY WHOLESALE — NOT RETAIL 
EXCLUSIVE DEALER AREAS ALSO AVAILABLE 


We Feature 30 Day Delivery — No Order Too Large 


The Duplicate Forms Co. 
STATION STREET MENTOR, OHIO 





For More Information Circle No. 309 


CASH REGISTER 


HIGHEST 
QUALITY 


WORLD 
Ales 
SERVICE 


NEW ADDRESS: 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST., MT. PROSPECT, ILL. 


For More Information Circle No. 310 


144 


burn without 


it will ex- 


ntinues 
ver, 


asters 


individually 


9 } 
¢ ‘ } T 


ackage, $2 ea 


Information Circle No. 106. 


piasti 
More 


MODULAR FURNITURE 
IE tbe Mfg y Ce 


lish near 
enabling 
, 

cical 


broad 


gement pos 


late to 


these 


sign his own 
varied group 
basic units. Mod-U-Ell 
offered in drift 


decorator fin 


fro! a 


its are 
surf green 


‘hing blond tan and mist 
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green linoleum. They are also available 
n the Neutra-Tone gray finish, developed 
to harmonize with any office color 
scheme. For More Information Circle 
No. 141. 


DESK NAMEPLATES 
Gra-flex Signs, 202-14 Washington St., 
Hoboken, N 1 ae makes desk nameplates 
with 3-dimensional engraved letters com 
pletely encased in clear Plexiglas. The 
vhite letters reflecting from the black 
background add a note of conservatism 


Irvington is irked— 


Irv’s an A type... early bird, percolates best 


in the morning... feels frustrated waiting a half 
hour or more before he gets the incoming mail 
so he can plan his day... 


Time taken in opening mail can waste the 
time of a lot of people... makes the handy PB 
MailOpener a real economy . . . Opens envelopes 
as fast as you can feed it... trims a thread-like 
edge off any size envelope, takes thick or thin in 
stride ... compact, good looking, precision-built 
to last for years ... The MailOpener helps get 
the mail distributed earlier, and the office get 
going earlier! ... Three models, call any PB 
Office, or write for free illustrated folder... 

FREE: Handy desk or wall chart of postal 


rates with parcel post map and zone finder 


= PITNEY-BOWES 
© MAILOPENER 


PITNEY-Bowes, INC., 


3458 Walnut St., Stamford, Conn, “3 Hand 
Electri .. originators of the postage meter saeatinee 
- Sf 


Model LE ... Offices in 94 cities in U.S. and Canada 


For More Information Circle No. 250 
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lots of sorters ++ 
but only ON. E Za 
jioklhaas \~ 


VERT-A-SORT 


. the Easy-Action vertical paper sorter 
that answers the need for sorting efficiency in 
any business having large or small sorting 
problems. Every Vert-A-Sort Installation made 
has resulted in increased production, no matter 
what sorting methods were used before! 


. made in a variety 
of sizes, all of which 
can be indexed to suit 
your needs. 

Built for years of 
efficient use! 


thlhaas 
VERT-A-SORT 


for Complete Details 


PIN THIS AD TO YOUR LETTERHEAD 
and mail to: 
THE 7 COMPANY 


E. 
12 §. CHICAGO AV 
CHICAGO 17, ILLINOIS 


For More Information Circie No. 207 





cd tated | 


It is a machine that 
will absolutely pre- 
vent the mutilation, 
alteration or forging 
of the figures in (D Type) 
checks and other valuable securities. 


Nippo Machine Industry Co., Ltd. 


Tenjin-cho, Nishi- ku, Yokohama, Japan 


ee. orem = @ mad 


For More saberendtiin Circle No. 208 
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Name 


viny] 


while retaining clear legibility. 


plate measures 2” x8"x1", has 


which will not mar desk; retails 
Other $1.75 
including postage. For free lit 


Circle No. 126. 


base 
at $8.25. 7 
to $4.25, 
erature, 


stvles range from 


ASHTRAY 
Smo-King Products, Ine., Dept. X-3, 
111 Pioneer St., Brooklyn 31, N.Y., makes 
the automatic Spin-Top Smoker No. 190 


which eliminates smoke and odor. It has 


a knurled lace 


base and is 


head and 
goldtone or 


design on the 
available in 
high with 8” 
$8. In polished chrome it is 
More Information Circle No. 130. 


silvertone, 26” base, at only 


For 


$9.50. 


FOLDING TABLE 
Mfg. Co., 134 West 54th St., 
makes a folding table 
both appear 
strength. The 
3arricks 


Sarricks 
Chicago 9, IIL, 
in a spread-leg for modern 
ance and table 
has the patented 
LegLock for easier, 
lock 


main 


maximum 
automatic 
faster opening. Legs 


into position automatically and re- 
firmly locked. To fold, a 
releases the permitting 
folded with a simple one 
tion. The LegLock, 


heavy-duty 10-coil 


finger- 


touch lock, legs 


to be hand mo- 
controlled by a 


torsion spring, is un- 
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Only Rex-Rotary D-280 has a 100% 
“Select-0-Matic” inking, regulating itself for 
Light, Medium or Dark impressions — This Inking 
System is simply exchanged for different colors. 


Only Rex-Rotary D-280 has 100% 
Accurate Registration — as a printing press. 


Only Rex-Rotary has Rubber Ink Distributing 
Rollers which are usable for other colors 
and guarantee up to 35% savings on ink. 


Only Rex-Rotary D-280 has an Eye Appeal, 
so modern that it will compliment the 
most discriminating taste in office decor. 


This amazing Twin-Cylinder duplicator uses 
quick drying Paste Ink. NEVER clogs 
or leaks. Its everlasting Silk Screen 
eliminates hardened and messy ink pads. 


Ask us — and your nearest Rex-Rotary 
dealer will be most happy to arrange 
a trial-demonstration for you. 





( 
(AR ) -ROTARY 


eitiny ..... D-280 


387 FOURTH AVENUE 
Newyork iéy¥. SilkK-SCreen mimeograph 


For More Information Circle No. 247 








ARRIVING 
ON YOUR 
PROFIT TRACK 


¢ NEW ATLAS HANGERS 


Save Space, Time, Manpower, Profit 
with Faster Filing and Finding 


e NEW ATLAS LUGS WITH 
THE PROJECTED HEAD 


Available on Atlas DSH, DGR, SH series and PH 
series Hangers. Plates and stencils slip quickly and 
easily on the Atlas Hangers with lugs with the 
projected heads. Plate and stencil headings are , : Ils 9 ay 5 \ 
protected from damage pee ed aluminum flush edge. For More 


} AV’ 





cA. s Information Circle No. 134. 


MACHINE TIMER 


Instrut 


which 


electric ¢ 


¢ NEW ATLAS 
PH SERIES HANGERS 


For Pinhcle heading Offset plates. Equipped with 
the new Atlas Lugs with the Projected Heads 
Available in I1'/2"' and 22'' widths. Atlas Hangers 
combined with Atlas Cabinets are a complete sys- 
tem to store and preserve valuable reproduction 
components. Faster Filing and Finding of offset 
plates, stencils, negatives, etc in Atlas Vertica 
Filing Systems, Best protection from scratching 
tearing, marring and corrosion. Capacities 100 to 
1500. Models for all sizes of offset plates, negatives 
and stencils. Write for complete information. 

@ FSC—EXTRA VALUE. Now ALL SH & PH SERIES 
HANGERS ARE EQUIPPED WITH SPRING CLIPS 
AT NO EXTRA COST. Spring clips attach copy, lay 
out, etc. to plate and hanger 

Join the progressive reproduction departments 
throughout the United States and Canada who in- 
crease their profits by filing in Atlas Vertical Filing 
Systems. 


While 
lely on punched card tabu 
yment, the Hour Lo; 


‘an be 


ised on a elec ( nachine, It is 
ATLAS STENCIL FILES CORP. : ese Koi : 
16716 Westfield Avenue, Cleveland 10, Ohio 2 } : 


equipment 


For More Information Circle No. 314 
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it all adds up to 
a low cost 

high quality 
product...the 


new 
Regna 
itemizing 
cash 
register 


a cash register, 
adding machine 
and simplified 
bookkeeping 
machine 

ALL IN ONE 
STREAMLINED UNIT! 











Ideal for all small and medium 

sized retailers—a superb quality 

product in the low price class 

Compact, sturdy, precision-built; 

manual or electrically operated 
dels in green or ivory 





« Customer gets itemized 
receipt of each item purchased; 
Regna simultaneously records 
copy for owner « Sale Total and 
Grand Total are automatically 
registered and recorded; total 
receipts can be instantly 

ked any time « Single item 
key records single item sale in 
one swift operation « Non-add 
key allows use as adding machine 
—without affecting Grand Total 
« Customer counting device 

c 








« 6 designating keys for cl 
departments, special items « 
Lock for Grand Total and Sub 
Grand Total—and for tape « 
Individual keys for Charge 
Sales, Paid-Out, Non-space 
and Repeat operations 





Complete stock of Regna parts available throughout the U.S. 
Oe 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 
Please send more information on the new Regna itemizing Cash 
Register and outline advantages of becoming a Regna dealer. 


Name 
IN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre 
Dame St. W., Montrea!, Que., and Business Equipment Machines ] 
489-R King St. W., Toronto, Ont. 


OUTSIDE CONTINENTAL U.S. Jorgen S. Lien, Box 507, Bergen, | 
Norway. 


Address..... 


For More Information Circle No. 159 
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it indicates the nachine re 
Machine need 


when ne n use 


cause 
celves. Liscon- 
nected 
Log totals onlv a 
The standard Hou 

‘le 110 volt AC and 


ho. ’ to 


Hout 


QOOQO 9, It eosts BPHOO, 
re. For More Infor- 
146. 


or an 
less for 


mation Circle No. 


PAPER CRIMPER 
Fred Baumgarten, ept. Z-6. 
Atlanta, Ga., offers tl Ke as 
ing Machine 
up to two 
pins, elip “ 
in thi 
cups 
made 
other e1 
ing 
without 


to any 


a simple 


TIME STAMP 


Records to the 
minute wher it 
arrived . . . how 
long it took... 
when it left. 


4-jewel movement — Noi expensive. Un- 
conditional full year guarantee. Space 
for company, dept., etc. name on rub- 


ber die. 


DORSON corr. 


605 W. Washington — Chicago 6, Ill. 
SEE mR 


For More Information Circle No. 279 
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out. Re 
Information 


noth ng to 
tails at 
Circle No. 120. 


wrong or weal 


For More 


$19.50 








Dupli-Typer Ribbon Attachments 
Make INKED Copies 


Increase Production—Reduce Costs 


For 
Continuous 
Form Work 


oe 
— *. 
oe a =e 


For 
Bookkeeping 
Machines 


For full 


information write: 


DUPLI-TYPER CO. 


456 Fourth Avenue, New York 16, N. Y. 








For More information Circle No. 280 
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Four great companies show how 
revolutionary Copyflex one-writing 


method can help you 


ae 
PURCHASING-RECEIVING 


Gillette Satety Razor Company uses Copyfies 

to simplify purchasing-receiving paperw 

Receiving data is added « og 7 a translucent cc 0 

of the purchase order then Copyflex copies serve 

as receiving reports. No costly rontiian of basic Desk top Model 100 Copyflex copies orig 

order information, no manual copying errors inals 11 inches wide by any length. Makes 

. up to 300 copies of different letter-size 
originals per hour. Only $498.50. Other 
models available to copy originals up to 
46 inches wide 


ELIMINATE A MAJOR COST OF 
DAY-TO-DAY BUSINESS OPERATIONS! 


Everywhere, progressive firms like those « ribed here are simplifying and 


National Gypsum Compaiy v ses Copyflex to pro " } ‘ A ‘ ¢ - 
duce accounting and cost information reports speeding business operations with tk volutionary one-writing method made 
from writt k sheets. Elimination of : ’ 9 , ici ‘ 
ma Sees ceva eas ing of im- possible by modern Copyflex copying machines. You surely can, too! 
portant information saves thousands of dollars 
in ch 7 . ¢ . . . 
poarasasivaseasts With Copyf you write basic information only once—the entire series 
eded to complete any systematized business operation are 
uced from the original. You eliminate the big cost and 


ng constant information from one form to another. 
} nomical— let So “—. 

clean, odorless, economical—letter-size copies cost 
Copyflex will fit readily into your present 


n mean important savings for you. 








Chicago Printed String Company uses Copyfiex Copies anything typed, written, 
to reproguce the factory order, packing slip printed or drawn on ordinary 
shipping label, commission copy, and customer P 

invoice directly from the salesman’s written translucent paper — in seconds. 
order. This has freed two peopie for other work 
eliminated costly copying errors, provided faster 
processing of orders 





CHARLES BRUNING COMPANY, INC., 4700 MONTROSE AVE., CHICAGO 41, 
In Canada: Charles Bruning Company (Canada) Ltd., 105 Church St., Toronto 1, Ont. 


Charles Bruning Company, Inc., Dept. 62-G 
4700 Montrose Ave., Chicago 41, Illinois 
a Please send r tion on t yf 


Name_ a i — 


The Oliver aan uses Copyflex to speed Company ——— . —— dabeicaneainiiianieas oniemine 
and simplify production control paperwork 

Process cards are typed directly on film originals Address a — —— ———— 
Variable information is added or changed as 
required. Copyfiex copies serve as material 
travelers, material requisitions, and other pro 
duction control records. 


SS eee 


For More Information Circle No. 222 
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pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 


Press it on all of 
the type. Do not 
rub. 


i AS 
s 
> 


Fold the putty 
upward to origi- 
nal pyramid shape. 


i“ a 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 
NO HARMFUL FUMES to couse headaches 
or colds. 

To moke neot erasures—ijust touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
a oe ae ee | 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 303 








DUPLEX COVER STOCK 
Ir 118 West Ist 


Circle No. 132. 


OFFSET BOOKLET 


‘built 
Dual-Lith 
ithography, 
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COLITHO PLATES 


STREAMLINE SHOP ORDER SYSTEM 
ror Honeywell 





I are sent to the various depart 

This enables each department to use 

ts copy as a record of its own production. 

f nation basic to all depart- 

s is reproduced quickly and efficiently. 

chance of transcription errors and need 

retyping and additional proof-reading 

eliminated. Uniform, 

king copies — in perfect reg- 

in any amount desired — 

are obtained. New preprinted 

Colitho Plates are made from 
, 


plates when needed 


] 
original 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


sn, COLUMBIA RIBBON AND CARBON MFG. CO., Ine 
966A Herb Hill Road, Glen Cove, N. Y 


Okay, rush the Colitho Idea File. 





Compan) y 





Address 


; Just us¢ 
ly receive your 
e Colitho Idea File 





| Name 





Zone —_. State 


For More Information Circle No. 213 
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FABBRICA ADDIZIONATRICE ITALIANA s. 4 
VIALE UMBRIA. 36- MILANO - ITALY 


For More Information Circle No. 300 


two-sided lithog 

Irv offset, letter 

cring t a per 

pies and fen 

ture f « truction are given for all 


four models. | 


imples of Davidson 


Dual-Lith insta 


representative sample of users are n 


or applieat lions and a 


cluded. For a free copy of the booklet, 


Circle No. 135. 


BALL PEN 
All-Rite Pen, In Hackensack 
makes an All-Rite 
Pen featuring ¢ ‘xelusive retractor 
mechanism, prec on engineered Micro 
graphic point writing, visi 
je ink supply mproved Arco 


ink and advane in a wide range 


INDIVIDUAL LETTERS with 
ROBOTYPER 


in Quantity 
Automatically! 


For information 
write 


ROBOTYPER 
; ? CORPORATION 
125 E. Allen Street e Hendersonville, N. C 


For More Information Circle No. 301 
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The “revolution” in carbon paper — 


...and what it means to you! 


In the 1940’s the carbon paper industry tried to 
get blacker writing impressions by softening exist- 
ing carbon coating formulas. Unfortunately, (1) 
copies smudged easily, (2) letters like “‘a” and “e” 
blurred and closed in on deeper copies, and (3) the 
carbon paper wore out quickly because too much 
coating was transferred with each blow of the 
typewriter’s type bars. 

The Remington Rand Laboratory of Ad- 
vanced Research answered this problem — and 
literally brought about a “quiet revolution” in 
carbon paper. Newly developed waxes, dyes and 
toners were put to work to clear up the problems 
created by “softening.” Result? Typists every- 
where can now have carbon paper that writes 
darker, lasts longer, won’t smudge fingers or cop- 
ies, and gives up to 15 copies at one typing. 

Beautyrite Carbon Paper is the culmination 
of this research. Try some now, and see how it can 
bring new efficiency to your office. For free sam- 
ples write to Remington Rand, Room 1641, 315 


Fourth Avenue, New York 10, N. Y. 








Memington. Fkand. 


DIVISION OF SPERRY RAND CORPORATION 


For More Information Circle No. 162 


THe Orrice—June, 1956 





NOW ror au Multiliths 
Visi-GUIDE | 


MASTER FEED CONTROL 


Boosts Output, Cuts Spoilage 
Easier Feeding ALL Stocks! 


FREE! 


Slash masking 
' and setup time! 
Try 5 Base Line 
Masking Sheets 
free! For 1250, 
1300, 2066-SD, 
LD! Write now, 
mention press! 


NOW run envelopes, or small, thin, slick, or 
curling stock easily—to hairline register! VISI- 
GUIDE’s five free-rolling steel balls give 
positive, continuous control, prevent 
“bounce” or rebc und For Nos. 1200, 1250 
only $19.95; No. 1300 $24.50; No. 2066 (2) 
$59.00, postpaid with check. 10-day money 
back guarantee! Write today! 


Dealers: Write for full information! 


LITHO ENGINEERING & RESEARCH 
3241 Eastlake Dept. OM- Seattle 2, Wash. 


For More Information Circle No. 275 


+ 


PTT streamlined, enduringly efficient, Apsco’s 
r Portable pencil sh¢rpener and Twenty-O 
tapler are more than attractive desk mates 

r foday executive 4 

A | 
odpy’s top echelon teams select these precision 


. Hinsicas,fhocee! 
er 
Apsco products inc. 


LOS ANGELES, CAL., ROCKFORD, ILL, TORONTO, CAN 


For More Information Circle No. 276 
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% 
upusette » = 
READY-MADE VANE 
SECOND-SHEET & / 


CARBON SETS 


for all typewritten carbon copies 


— quick, clean, easy! Act 
on this free sample offer 
—once you've used time- 
and-money-saving Dupli- 
Ssettes you'll never go 
back to the old-fashioned 
loose carbon method! 
Size 84% x 11 in white, 
canary, pink, blue & 
green 


Send for FREE 
SAMPLES—today! 
DISTRIBUTORSHIPS AVAILABLE 


CARTERET PRINTING COMPANY 
480 CANAL ST., NEW YORK 13, N. Y. - WOrth 6-1454 





For More Information Circle No. 277 





Te PRESIDENT 
MAXIMUM CAPACITY DRAWER KEY 
FILE FOR LARGE INSTALLATIONS 


IDEAL for a Master 
Control system, its 
large capacity allows 
multiple-systems op- 
eration within the 
same unit for tighter 
control, more con- 
venience. The height 
of a 4 drawer letter 
file, it is available in 
six “complete” Tel- 
Kee Systems, start- 
ing at 1700. 


Write Dept. PO-1 for de- 
tailed President Specifica- 
tions and for our new cata- 
log of ‘‘complete'’ Tel-Kee 
Systems, for any require- 
ment, large or small. 


The MOORE KEY CONTROL Sysems 


P.O. MOORE, INC. - A SUBSIDIARY OF SUNROC CORP. 
GLEN RIDDLE, PENNSYLVANIA 


For More Information Circle No. 278 
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of two-tone and solid colors. Made to 
retail for as little as 39e, mounted for 
dimensional displays 
12 and 36 units, this pen is also avail 
ible | mprint for advertising give 


aways. For More Information Circle No. 
110. 


LECTERN 
Smith System Mfg. Co., 212 Ontario 
St. S.E., Minneapolis 14, Minn., makes 
a steel floor model Speakers’ Stand which 
14 high. The top is 12% ce Zo” 
Finished in light brown baked ename 


is shipped K.D. one to a carton, Priced 


at $21 with the lamp optional at $4.50. 
Weighs 32 lbs. This firm also makes a 
table lectern, and a Deluxe Speakers’ 


Stand which can be wired for a sound 
vstem. For More Information Circle No. 


Biggest Ball Point WRITING Year... 
Biggest Ball Point ERASER Year! 


Today, when almost everybody is going for ball point writing, 
almost everybody is going to do more ball point erasing! 





It takes these erasers of special texture by Weldon Roberts to 
cleanly erase ball point ink and lead. Your stationer has these 


STYLES & SIZES FOR ALL BALL POINT USERS. 


~ PEPIN EIT ET Ot LISTS TS eee = 
CEE eS 


A NO. 138 PAPER-WRAPPED BALL 
<4 BALL POINT NO. 38 POINT "ERASER-PENCIL". Con- 
° ‘ venient pull-string peels off paper 
spiral wrap for easy pointing. 





Handy elliptic shape con- 
veniently fits the fingers. 


2 oR TRE RR RR 


Exnonrou> 


Correct Mistakes in Any Language 





ORDER TODAY! 





WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World's Foremost Eraser Specialists 





For More Information Circle No. 251 
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OEANY Officers 


The Othece Ex 
cutives Assn. of 


New York 


elected 


the following of 


cer a month: 
J. Arthur Gr 
Remington 
Div. of Sperry 
Corp., preside : 
Robert W. MeGee, 


General Motors 


J. Arthur Grundy 


Overseas Opera 


Rudolph Lang Robert W. McGee 
Rudolf 

National 

Peter s. 


YMCAs, 


tions, executive ice president; 


Lang, managing director of the 
Show, 


National 


Susiness secretary ; 


Verwys, Board 


treasurer, 


CIA Directors 


The following financial officers were 
elected natior al a “LO! ot Controllers 
Institute of America: KE. W. Weston, 
secretary, Weston Paper & Mfg. Co.; L. 
W. Bennett, treasurer, Sunray Mid-Con 
tinent Oil Co.; Carl M. Blumenschein 
vice controller, Container 


John D. W. Wright, 
International Har- 


president and 
Corp. of America; 


assistant controller, 


158 


Charles H. Clifford, treasurer, 
Felt Co.: George EK. Hallett, eon 
Tung-Sol Electric, Inec.; Erie L. 


Hamilton, vice treasurer, 


vester Co.; 
Albany 
troller, 
president and 
Canadian Industries, Ltd.; C. C. Lay, 
treasurer, Wheland Co.; W. T. MeGillis 
rav, controller, California Package Corp. 
Karl R. Uhlig, vice president-finance and 
Martin Co.; John 


QO. Yeasting, vice president-finance, Boe 


controller, Glenn L. 


ing Airplane Co. 


Summer Electronic Courses 


Massachusetts Institute of Technology 


offers: Electronic Computers and Busi 
Aug. 6-10; and 
Data Pro 
(pplication 

Room 7 103, 


Technology, 


Problems, Business 


ness 
Management and Electronie 
cessing, Aug. 13-17. forms 
from Summer Session 
Massachusetts Instit 


Cambridge 39. 


Acoustics Congress 


More than 500 of the world’s authori 
ties on sound and noise control will take 
part in the second International Congress 


ce, Mass., 


University and the 


on Acousti¢es in Cambridg June 
17-23. Harvard Mas 
sachusetts Institute of Technology will be 
joint hosts. Sessions will be held in eon 
junction with the 5lst 


ical Society of 


meeting of Acous 
member so 
Institute of Physics. 
this the larg 


acousties in 


America, a 
ciety of American 
The combination will make 
est technical meeting on 
100 technical contributions 
they 
scientists from Ar 


history. Over 


have been received from abroad; 


will be presented by 
Denmark, 
Hun 
Nether- 


paar, 


gentina, Belgium, Canada, 


Britain, France, 
India, Italy, Japan, The 


Norway, soviet 


Great Germany, 
gary, 


lands, Union, 
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AUTOMATIC 

ELECTRIC 

STAPLING ... AT ITS 

MONEY SAVING BEST! 
ya] Necessity 

IN MODERN BUSINESS! 






safe... foolproof! 





@ Here is the modern, time and money saving 
way to staple. You merely insert the work 
and in a split second STAPLEX does all your 
stapling . . . efficiently . . . perfectly! 


e Time-tested, there are thousands of 
STAPLEX machines in profitable use in all 
kinds of business and industry throughout 
the world. Pays for itself in no time. 

e Let us prove that savings of 70% 
and more can be yours with 
WONTON die. a e % 5 ws ee 

@© 1955, The STAPLEX Company, Brooklyn 32, N. Y. 


For More Information Circle No. 227 
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Fast... One person does 
the work of ten with 
STAPLEX ... Portable 

. Plugs in anywhere! 


Completely automatic .. . 
Both hands free to gather 
and feed work. Stapling 
position always visible. No 
exposed moving parts... 








A free demonstration of the STAPLEX 
doing your work... saving your 
money will convince you! 
' 

| tHe —Sfapr/ex COMPANY 

| 775 Fifth Avenue, Brooklyn 32, N. Y. 

' Free Demonstration 

; Send me farther information 

Se ese siccal aineneiniiakadtinvess 
* COMPANY .......... 

' ADDRESS 

‘ 

‘ 


OOO Oe EEE EE ESE OREO 





A New Calculator 
Brings AUTOMATION Out 
of Blue Sky, Onto the Desk 


The future is now. The Automation 
desk figuring machine is here. Clip 
hours from each day’s figure work 
slash dollars from overhead 

We refer to the new Monro-Matic 
calculator. Totally automatic, this 
compact single-keyboard machine 
actually controls itself, once you touch 
a key. Automation gives split-second 
answers to simple or complex 
computing problems. 

Today's operators who know prefer 
Monroe. Vigilant executives regard 
Monro-Matic as a preferred 
investment, assurance against 
obsolescence for years to come. 
Monroe Calculating Machine Co., Inc. 
Home office: Orange, New Jersey 
Branches across the nation. 


ee See The MAN from 


Functional-Color Controls. Green cor 


erasers | ™ MONROE 


for Calculating - Adding + Accounting Machines 
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Sweden, and Turkey. 
The international 
sored by the International 
on Acoustics, which is part of the Inter 
national Pure Applied 
Physics. The first such Congress was held 
in Delft, Netherlands, in 1953. 
Technical will be 


meeting 1S spon 


- ‘ 
Commission 


Union of and 


program organized 


around three major symposia: bioacous 
ties and noise control, architectural and 
musical acoustics, physical acoustics and 


sonies 


TSA Elects Officers 
Transcription 
m.. <, 


1956-57: 


Assn. ot 
officers for 


Ebaseco 


Supervisors 
following 
Landquist, 
[ne., Loretta F. 


Spacek, Bell Telephone Laboratories, Ist 


elected the 
Theresa C., 
Services, president; 
vice president; Dorothy J. Quinn, Ameri 
can Insurance Co., 2nd vice 
Helen J. 
Corp., corresponding 
A. Hunt, 
recording 
Carbide & 
Catherine T. 
Standard Electric Corp., 


president; 
Lesko, Union Carbide & Carbon 
secretary; Hedwig 
Sugar Refining Co., 
Violet A. 
Carbon 


American 
secretary; Leeson. 


Union Corp., treas 
Interna 


assistant 


urer: Fitzgerald, 
tional 


treasurer. 


Filing Course 
The Records Management Assn. of 
New York offers a revised course in filing 
techniques and procedures for standard 
ization. The 
11-15 from 1 to 5 
no registration fee. 
Mildred A. Aden, 
New 


2 Rector St., 


June 
$50; 
from 
Inc., 


course will be given 


p.m. Tuition is 
Information 
E basco Services, 


York. 


Secretary Seminar at Vassar 


The first Liberal Arts Seminars for 
Secretaries will be held at Vassar Col- 
lege, Poughkeepsie, N. Y., Aug. 5-19, 
under sponsorship of National Secretaries 
Assn. (International) and the Center for 
the Study of Liberal Education for 
Adults. Secretaries for the experiment 
will be selected from among the 772 
Certified Professional Secretaries. Em- 
ployers will cooperate by permitting their 
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Dar E. Tisdale (right), newly appointed execu- 
tive secretary of Systems & Procedures Assn. 
of America, with Bruce L. Smyth, SPAA's 
national president. The association's head- 
quarters are in the Penobscot Building, Detroit. 
attend on company time 


secretaries to ) 


at company expense. 
AMA Summer School 


More 
pected to 


than 1600 executives are ex 


attend some 60 seminars, 


courses and conferences to be 
Management Assn. at 
Hamilton, N. Y.., 
and August. A 


gram ean be had 


held by 
\merican Colgate 


University, during 


re July 
copy of the summer pro 
from AMA at 1515 
York 36. 


Broadway, New 


Computer Lectures 
J. 


Readix Computer, has prepared a series 


Rea Co., manufacturer of 


and slides on 


These 


of recorded leetures com 
assume a 


technical 
ground, yet cover all the basic 


puter operation. mini 


mum mathematical and back- 
informa 


tion needed to understand computers. 
Offered free-of-charge to colleges and uni 
versities for short periods of time. If an 
wishes to do so, it 


institution , may pur 


chase these lectures for use as a perma 


nent educational tool in their mathema 
ties 
these programs 
at a nominal fee. Information from J. 
B. Rea Co., 1723 Cloverfield Blvd., Santa 


Monica, Calif. 


courses. Organizations may _ rent 


lectures and slides for 





The Office Wolf 
Continued from page 1 ) 


the bulletin board that this 
would be awarded for position on the 
desk ot any wolf in the office. One or two 
actual “awards” cut down the problem 
in that office. 

In many instances the individual in- 
volved is not aware of his status as an 
ofttice 


the unpleasantness as 


wolf, nor does he or she 
well as wasted 
time that Point- 
ing up how others in the office feel about 
their quickly 
amorous adventures. 


their activities create. 
deters 


activities 


handled 
wolf problem in a somewhat more dras- 


The girls in one office 
tic way by making it a point to jokingly 
kid the wite of the wolf about her hus- 


band’s activities the next time she 
to the office. It takes little imagination 


IT’S VISIBLE. 


Model 41— 


3 Movement 


WRITE FOR 
DETAILS 


Numbering 
Machine 


VISIBLE 


654321 


Facsimile Impression 


AMERICAN NUMBERING MACHINE CO, 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Brench—105 W. Modison St., Chicago 2, Ill. 





For More Information Circle No. 267 


statue 


realize 


their 


their 


came 








on the part of anyone to see how this 
system worked effectively. 

Where the activities ot 
who are still worth retaining on the 
cannot be deterred by such meth 


must be put 


individuals, 


stall, 
ods, executive authority 
into action in no uncertain terms. 

“T handled this problem 
particular man in my office,” one office 
by calling him in and 
that the 
in the office, 


with one 


manager told us,” 
bluntly 
pany, as well 


informing him com- 
as the virls 
were becoming annoyed by his prowling 
and that if time for plain 
speaking about the problem. | pointed 


Was some 
out that the company was otherwise well 
satisfied with his work and that he had 
but that his con 
the othce simply 
ended up the 
that | 
certain he had no realization of the cost 


a good future with us, 
tinued 
could not be 


activities in 
tole rated. | 
by telling him 


conversation was 





(COLORED SIGNAL CHANNELS ARE) 
POSITIVE REMINDERS 
— 


—_ = ome neces 
MERIABE 


= sMEADS 
ceicvweld 
coLLow- ro 


You ! 


NEED THIS BUSINESS SAFEGUARD— 


to follow up “time due” records such as purchase orders, 


collections, insurance, contracts, quotations, production 
schedules, etc. Green signal channel for the months—red 
signals for the day 


SEE YOUR LOCAL STATIONER AND SPECIFY SMEAD PRODUCTS 
SMEAD MANUFACTURING COMPANY, INC. 


Hastings, Minnesota 
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to the activities and 
detail, in dollars and 
to payroll time lost 
period of time. When it 
vas pointed out that this loss hac 
and the obvious 
place was to take it off his salary, he 
began to see the light. 

aig | 
never 


company of his 
them in 


ents with 


ithined 
respect 
ver a year’s 
to be 


made up some where, 


amazing 
realize 


how many such 
how much of the com 
pany’s money they are wasting by such 
activity. When it is pointed up to them, 
they greatly curtail their wolfing activi- 
ties. I’ve tough 

interview 


met 


found it’s best to be 


them at the start or the 
» oll this by point 
and cents ftactors n 

volved. The etfect of the ultimatum re 
thout a bad taste through 


reasoning 


nas, bub W 
Ee osu { 
application ol 


| t 


end ot the 


common sense 


the interview.” 

It also. pays to emphasize to such 
ndividuals that they are very wrong in 
that their activities are wel 
comed by the members of the opposite 
the office. Almost every 
hinks such attention is the 
sired event in the lives of others. His 
that weakest 
point and, when it is deflated by the 
girls themselves, the prowling of any 
office wolt reduced to a harmless 


idea 
<eX 1n wolf 


most de- 


egotism on score is his 


Can be 
status. 
Many eX 


their 


ecutives use this approach in 
with such individuals. 
They point out that girls in the office 
have expressed their annoyance at his 
activities and asked the manager 
to speak to him. This deflation of the 
wolt’s ego will, in nine cases out of ten, 


interviews 
othee 


prove effective. 

Should all of the foregoing methods 
of handling the problem prove ineffee 
the office executive can then 
assured that he has an office wolf on his 
hands with firm would be 
hetter off without; no matter how effi- 
cient an individual he may be otherwise. 


tive, rest 


whom the 


In such a case, a brusque warning is in 
order. If it fails to get 
will in most cases with this particular 
individual, immediate 
the staff is in order. 


results, as it 


replacement on 
His value to 
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€-Z sort 
has the ANSWER 
to your PROBLEM 


Any employee, with 
no special training, 
can make over 60.- 
000 sorts per hour 
with the E-Z Sort 
System 


CONTROLS .. . SIMPLIFIES . . . EXPEDITES 


what you 
keep, you will widen your controls, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 
Let us demon- 
strate the advan- 
tages 


No matter records now 


you can 
gain with E-Z 
Sort records, 
tailor-made for any of your office or 
plant procedures. Write today for 
facts, 


E-Z SORT SYSTEMS, LTD. 


45 Second St., Dept. 3, San Francisco 5, Calif. 


Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 


For More Information Circle No. 313 
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Peostpard 





(Seles Tex in Califernie 








ELIMINATES 
WATER LOCKS 


FEEDS WATER 
AS NEEDED HALSCO RS 


@ NO SHAKING OR \ NEPALSCO 
SQUEEZING BOTTLES 


ONE AIRFLOW 
CHANNEL 


ONE WATER FLOW 
CHANNEL 











212 MISSION STREET SAN FRANCISCO 5 « CALIF. 


For More Information Circle No. 209 
inest 


wood office furniture 
by WORDEN of HOLLAND 


260 OH Desk 
66" x 42" 
A complete line of commercial 


type office desks, chairs and 
leather upholstered furniture 


WRITE FOR CATALOG AND DETAILS 


the 
WORDEN company 


HOLLAND MICHIGAN 
For More Information Circle No. 210 
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Every DEALER & STATIONER 
can sell the 


RESULTA 


world’s 

smallest 
adding 

machine 


on Ag 


Resulta answers the need for a good, inexpensive, 
portable adding machine. Despite its low cost, it 
s a precision-made machine which adds, subtracts, 
multiplies and even gives credit balances. It can 
do more than most of your customers will ever need. 
And remember this — ONE YEAR EXCHANGE 
GUARANTEE with no servicing ever required. SELL 
this miracle of fine German craftsmanship by join- 
ing our fast growing dealer organization, Write for 
full particulars 

RESULTA ADDING MACHINE CO. 
110 Glen Head Road, Glen Head, L. I., N. Y. 

(Factory warehouse with ample supply 
of machines always on hand.) 


For More Information Circle No. 211 





THE BEST 


Every Office needs them 
Alert Dealers SELL them 
= PEEDRITE 








Errer-No 
Copyholder 


COMPANY, INC.- ROCHESTER 20, N.Y 


40 MT. HOPE AVENUE 
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“I see the girls are 
working across the 
street tonight.” 


company has definitely been reduced by 
his failure to conform to the rules and 
whatever assets he may possess are defi- 
nitely offset by his wolfing activities. 


The time wasted on his part, and by the 


girls whom he annoys, and the uncom 


fortable situation he keeps alive in the 


100% FILING 


EFFICIENCY WITH 


DIV-I-DEX 


UNITS 


GAIN FILE SPACE 
AND SAVE FLOOR SPACE 


office itself, cannot be condoned in 
modern business. Fortunately, he is the 
rare specimen because most office wolves 
can be handled by the more gentle meth- 
ods set forth in preceeding paragraphs 
and their value to the company staff 
retained. 


Add One More Drawer To Every Four 


A DIV-I-DEX installation eliminates 
the space consuming follow blocks 
and divides a file drawer into six 
flexible compartments. Folders can- 
not slump — index tabs remain 
plainly visible, saving time, space 
and money. At your stationers or 
write for literature. 


> 


CEL-U-DEX CORP. 


1 Main St., Brooklyn 1, N. Y. 


For More Information Circle No. 290 
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;, NEWS of 
we" the Industry 





Executive Vice President 

Karl R. Van Tas- 
sel has been named 
to the new position 
of executive vice 
president of A. B. 
Dick Co. The ap- 
pointment was an- 
nounced by A. B. 
Dick III, president 
of the firm. Mr. 
Van Tassel _ will 
guide the activities 
of the vice presidents heading the com- 
pany’s five major divisions: 
facturing, research and 
sonnel, and controller. He will report di- 
rectly to the president. He comes to 
the company from General Electric Co., 
where most recently he was general man 
ager of the Knolls Atomic Power Lab- 
oratory. He was with G.E. for 31 years. 


Karl R. Van Tassel 


sales, manu- 
engineering, per- 


Kimberly-Clark Acquires Neenah 


of Neenah 
Paper Co. by Kimberly-Clark Corp. will 


The proposed acquisition 
not affect the management and sales 
policies of Neenah, according to Leo 
Schubart, Neenah’s president, who 
stated, ‘‘There has long been a close 
association between these two companies, 


located as we are, and market-wise, the 


arrangement seems a most logical one, 
adding as it does rag content papers to 
the existing lines of sulphite and book 
papers manufactured by Kimberly-Clark.. 
There will be no 
operations of Neenah Paper Co. 
continue to operate 
the same mill wa 
names, the 
fine business 
through the 
there be any 
or pol 


change in the 
We will 
retaining 
brand 
grades of 
selling them 
Nor will 


management per 


basic 


separately, 
termark 


content 


and 
Same rag 
papers 
same channels. 
change in 


and 


‘cies. 9 


sonnel 


Heyer Acquires Queen 


13, Heyer Corp., Chicago, pur 
assets of Queen Ribbon 
N. Y. ‘*This ac 
Arthur J. Heyer, 
long established 
familiar to the stationery 
office equipment field.’’ Heyer Corp. 
was established in 1903; Queen Ribbon 
& Carbon was founded in 1921. Heyer, 
in their 53 years, have been devoted to 
the manufacture of duplicators and sup- 
plies for all duplicating 
cluding spirit, stencil and gelatin. 
in their 35 years, have manufactured all 
types of carbon paper and ribbons; and 
have been one of the largest manufac- 
turers of one-time carbons. 


On Apr 
chased the entire 
& Carbon Co., 
quisition,’’ said 
‘‘brings together 
companies 


Corona, 


two 


and 


processes in- 


Queen, 


Principals in 


T. R. Heyer, Henry 
Ring Jr., Arthur J. 
Heyer, Donald Ring 
and Henry Ring Sr., 
principals in Heyer's 
purchase of Queen. 
T. A. Heyer is not 
in photo. 
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CUSTOM BUILT BY MEN WHO KNOW 


Prove it to yourself. Write 
with the graciously styled 
Olympia to know. what 
fine typing really can 
mean. Judge and test its 
smooth action and quiet 
operation. Check its 
sturdy, rugged construc- 
tion, and compare its 
smart design. 


See your Olympia deal- 
er, who makes his cus- 
tomers his friends 
through his sales of this 
outstanding machine. 

It makes uncommonly 
good sense to buy and 
use this finest of all type- 
writers. 


INTER-CONTINENTAL TRADING CORP. 


9O WEST STREET + NEW YORK 6 « N.Y. © CORTLANDT 7-0381 


For More Information Circle No. 169 
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S$ . 
Saeae mach! 


RO 
MERCURE ch P 


achines 


mercury: 


PT 
multigroPh uplice 
or 


d 


You get far better results when 
you use Mercury accessories, 
because they are built as accu- 
rately as rollers and blankets 
for the largest commercial 
lithographic presses. The 
materials used also meet the 
same high standards. Rapid 
Roller Company guarantees 
no finer rollers or blankets 
can be obtained! 


RAPID ROLLER CO. 


Main Office and Factory 
Federal at 26th St. Chicago 16, Ill. 


Eastern Sales Office 
800 McCarter Highway 
Newark 5, New Jersey 


IMPORTANT: There are no other Rapid Roller 
Company Branches or Factories 
For More Information Circle No. 202 
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The block-long plant 
of Queen Ribbon & 
Carbon Co., Corona, 
N. Y., which was 
acquired by Heyer 
Corp., is completely 
devoted to the 
manufacture of car- 
bon papers and 
ribbons, and spirit 
hectograph carbons 


and ribbons. 


the transaction included Reeves ¢ ( 4 It is expt eted that Hever w 1] shortly 
Heyer (T. A. Heyer was in Florida : announce a specially formulated top qual 
ity line of carbons and ribbons carrying 
the Heyer brand name. As the Heyers 


igree, ‘These new products are definitely 


the time), Henry Ring Sr., and his sons, 
Henry Jr. and Donald Ring. The Ring 


sons will continue in the active manage 

; one more facet of duplicating and, as 
ment of the Queen Company n coopera ‘ 4 . 
¥ ‘ such, will carry to broader fields the now 


( ’ t » Fae 0 will also co . 
tion with Arthur Zitt who will also n famous and descriptive Heyer slogan: 


tinue as manager of the eastern branch ‘¢ Always Makes a Good Impression.’’ 
of Heyer Corp. Duplicators and Supplies 

a om a - 
Division. Mr. Ring Sr. retires from ac’ NOFA 1957 Convention 


tive management but will continu to John BK. Mossman, president, National 


serve in an advisory caps : Office Furniture Assn., announced that 


a/ 
— 


re. 
a 


First sketch of Pitney-Bowes' main offices and factory in Stamford, Conn., as they will look when 

a $3 million expansion program is completed in two years. Pitney-Bowes, Inc., will gain 230,000 

sq. ft. of floorspace to consolidate work now done in other locations, The lighted, !20-ft water 
tower will be visible for miles. 





Claude G. Wilcox Jr. of Modern Station 
ery Corp., Baltimore, has been appointed 
general chairman of the 1957 NOFA Con- 
vention. A. W. Herrmann, Office Equip 
ment Bureau, New Orleans, is co-chair- 
man. The convention will be held in New 
Orleans, March 28-31 at the Hotel Jung 
Exhibits will be in the Municipal Audi 
torilum, Hotel ld 

sent to NOFA headquarters, 527 S. L: 


Salle St., Chicago 4. 


Les > 


should be 


reservations 


Heads Royal Precision Corp. 


By breaking his 1956 typewriter quota, Edward 

J. Nally (left) became the first Underwood 

Corp. salesman to qualify for their Progress 

Unlimited convention in Florida next January. 

Fred M. Farwell, Underwood president, is 
at right. 


in Royal 
Port 


He will ake his hea Iquarters 
MecBee’s new executive 


Chester, N. Y. 


offices in 


Oxford Paper Co. Elects 
J. Chisho 
Oxford Paper 


W. Hovey, 


chairman 


Old Town International Corp. 
has established Old 
with 
on tael 


manu 
lities in 
Pacific 

Manila, 
ines. Officers of 

bot! ew corporations are: James H. 
McGraw .Jr.. president: Emmett L. Tabat, 
Alfred O. P. 


treasurer. The 


d Town 


ation in 


xecut 
Leubert, secretat and 
sales manage! or both 
o> ots 


quarters are ir ew York. 


orporations 18 
International head 
Modern manu 


installed in 


Khazzam. 
facturing equi] nt is being 
plants in Colombi: Philippines. 
In Colombia, Carvaj: Cia 
facture and distribute. In the Philippines, 
Henares & Sons will manufacture for Old 


Town Pacifie Corp. 


will manu 
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5S MILLION 
SECRETARIES* 
LOVE US—YET 
they don't 
even know 





our name! 





When carbons are crisp, clean, smudge-free, typing flows fast and 
effortlessly ... you save time, temper and money . . . and create better 
sales impressions. To constantly guarantee satisfactory performance, 
the makers of America’s best-selling carbons rely on Schweitzer’s high 
quality carbonizing papers. Schweitzer papers—proved best by test for 
absorbency, strength, purity, and uniform texture—assure the perfect 
marriage of fine paper and fine carbon inks. 


*(Stenographers and typists, too!) 


Whenever good impressions count, rely on carbonizing papers by 


PETER J. SCHWEITZER, INC. 


World’s Largest Manufacturer of Fine Carbonizing Papers 
Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth © Jersey City & Spotswood, N. J. © Lee, Mass. * Mt. Holly Springs, Pa. 
For More Information Circle No. 161 
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add A-U-1-0-M-A-T-1-0-N 


efficiency in your 


COLLATING and GATHERING 


yaurovarc GI 


FULLY AUTOMATIC 


VERTICAL COLLATOR 





oe 
* 
* 
nd 
* 
x 
* 
os 
* 
* 
x 
* 


Perfect for Fast, Accurate, Eco- 
nomical Collating and Gathering 
of: 


BUSINESS FORMS, CATALOGS, BULLETINS, 
PRICE LISTS, HOUSE ORGANS, MANUALS, IN- 
SURANCE FORMS and every other collating job. 


With the high-speed, fully automatic JCM VERTI 
CAL, one operator working on a 4 part machine 
does the work of 6 to 10 girls working by hand. 


WRITE FOR FULL INFORMATION TODAY! 


J. CURRY MENDES 


CORPORATION 
| CURRY LANE e CANTON, MASS. 


Western Offices: 
500 8. Clinton St. e Chieago, Ii. 


Eastern Offices: 
22 E. 28th St. e New York, N. Y. 


West Coast: 
619 W. Washington St. 
Los Angeles, Calif. 


For More Information Circle No. 282 








Todd Appoints Minter 
Appointment of ; 
Minter a 


general 


Gordon G. 
as assistant 

was 
Todd 


Co... manufacturer 


sales manager 


announced by 


of protected, in 
and 


sured checks 


cheek protective 
equipment, Mr. 
Minter had 
Los Angeles branch 

Charles R. 
Hadley 


Corp. last year 


been Gordon G. Minter 


Hadley Co. Both 
were acquired by the 
their op 


manager of 
Todd 


Burroughs 


and 
and 


erations are being integrated. 


Carr Joins Challenge 
Clifton Carr recently joined Challenge 
Machinery Co., Mich., as 


manager of advertising and sales develop 


Grand Haven, 
to an announcement by 
Olaf Gylleck, 


man 


ment according 
Lee, president. 
lv service 


and advertising 


is in charge of general services 


ties including management of the 
testing and 
Mr. 
part of 
Chal 


products and 


parts and service, product 


printing lepartments. Stated Lee: 


‘‘Mr. Carr’s appointment is a 


general program of expanding 


lenge’s activities into new 


fields.’’ 


in charge of 


- 


new Mr. Carr was until recently 


advertising and marketing 


lepartment at American Type Founders, 


Clary Salt Lake Manager 
A. I. Biorge, widely 

and Idaho 

fields, has been appointed manager of the 

Salt Lake 

J. W. 


announced, 


Utah 


broadcasting 


known in 
and 


b isiness 


City agency of Clary Corp., 


Stallings, general sales managér, 


Borroughs Appointments 

Elmer Niskala, general sales manager, 
3orroughs Mfg. Co. announced the ap- 
pointment of A. Robert 


sistant sales manager of 


Lafond as as 
the steel shelv 
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ing and bins division, and the promotion 
of Robert Cody to assistant sales manager 


of metal office furniture. ONE OFFICE BEA UTY 
International Manager THAT WORKS 
Announcement EVERYWHERE 


was made of the 

appointment of 

Carl Sehmaedig as 

manager of the In 

ternational Division 

of Ralph C. Cox- 

head Corp., accord 

ing to A. F. Leit 

ner, executive vice 

Carl Schmaedig president. Mr. 
Schmaedig, who has 

been with the Ralph C. Coxhead for ten 





vears, was most recently head of the 
Newark  sales_ office. pied ly appoint 
ment,’’ said Mr. Leitner, ‘‘is part of our The 
increased program to meet printing 


equipment educational requirements in CONSOLETT 


the international markets.’’ Stand 


Smooth, enclosed design comple- 
Photorapid Distributor in East ments the appearance of any office 


Sidney 8S. Barzman, executive vice . . . provides comfort and privacy 
president of Speed-O-Stat Corp., 11 Park for its user. Assures rigid stability 
Place, New York, announces that his for all office machines. Rolls easily 
firm has been appointed exclusive dis and safely on retractable casters. 
tributor for Photorapid photocopying ma 


: ‘ Write for prices and literature 
chines in 20 eastern states. f E : 


Forms, Inc., Open House 


George W. Shay, Milton I. Friedman 
and Lewis Nathan, owners of Forms, 
Inc. manufacturers of continuous and 
snap-out forms, entertained several hun 
dred visitors to their Open House on 
April 24 and 25 in their new offices and 
plant at the Willow Grove Interchange 
of Pennsylvania Turnpike on Easton Rd. 
611). SOME DEALERSHIPS AVAILABLE 


(Route 


Chesley Expands Srourer STEEL PRODUCTS CORP. 


Chesley Industries, Ine., have an 318 Pilgrim Road 
nounced a move to enlarged facilities as Menomonee Falls, Wisconsin 
part of a general expansion program. 

Their executive offices have moved to 


For More Information Circle No. 254 
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Elbe features 
America’s most complete line of 


LOOSE-LEAF BINDERS 
. FOR MARGINAL PUNCHED FORMS! 


Write for FREE BOOKLET 
No. 209 A on Binders 


for Marginal Punched Forms! 


ELBE FILE & BINDER CO., INC. 
Binders & Sales Aids for Every Business Need 

: FALL RIVER, MASS. 

GC New York Showroom: 411-4th Ave. 


ELBE) 


tor More information Circie No. 25/ 








For Your Annual 


TYPEWRITER ROLLER CHANGE 


"Futuristic" 
= 5-Star Platen 
ae : — for 
SEY /)\\5 Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 
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174 


24777 


dent George 


Telegraph Road, Detroit. Presi- 
W. Chesley said the move 


‘é 


was made to permit the firm to ‘‘expand 


both production and supply operations 


of the organization.’’ 


Thomas egiona Yianager 
rl Regional Manag 


The appointment of William P. Mann 
ing as regional sales manager in charge 
of the midwest territory was announced 
by George W. Oliver, president of Thomas 
Collators Ine. Mr. Manning will serve 
as liaison between the company and its 
dealers in an area extending from Ohio 
to North Dakota, on the north, and from 
Alabama to New Mexico, on the south. 


Assistant Sales Manager 
Appointment of John P. Corya as as 
sistant sales manager of Manpower, Inc., 
was announced by John H. Frank, execu 
3efore Mr. 
joined Manpower, Inc., he was a branch 


tive vice president. Corya 


manager in the Chicago office of Calvin 
Sullock, Ltd., international investment 
management group. 
Business Show Now 5 Acres 

A tour of the New York Coliseum was 
conducted bv the National 
Show for its exhibitors in the fortheom- 
ing show to be held there Oct. 15-19. 
After the than 200 representa- 
tives of exhibitors were guests of the 
National Business Show at a luncheon 
in the Park Sheraton Hotel, at which 


Rudolph Lang, managing director of the 


S3usiness 


tour, more 


show, reviewed future plans. The Na 


tional Sales Executives and Sales Execu 


| tives Club of N. Y. will present a dis 


award to the 
outstanding salesman at the exposition. 


tinguished salesman’s 
The National Business Show will provide 
cruise for two to the 


Bahamas plus $100 to‘the winning sales 


a seven-day 


man. Reaction to the 1956 show has been 
so enthusiastic that it has been neces 
sary to open the mezzanine for exhibits, 
in addition to the first and second floors 
of the colliseum, making total exhibit 


area appro imately five acres. 
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Todd Co. Officers 
Three Charles R. 
» were elected to Todd Company’s 
board of directors: Robert R. Webb, 
executive vice president of Hadley; A. 


Hadley 


officials of 


Kk. Stimson, secretary and treasurer; and 
William C. Johnson, general sales man- 
ager. Reelected officers of Todd Co. are: 
Walter L. Todd, board chairman; George 
L. Todd, president, (also president of the 
Hadley Co.); A. Richard Todd, executive 
vice president; Lawrence S, Callaghan, 
vice president and treasurer; Leonard T. 
vice president; Frank H. 
Day, secretary; Charles F. Watson, con 
troller; Joseph Neides, assistant 
assistant treasurer; Ernest 
assistant secretary; and 


assistant 


Thomasma, 


secre- 
tary and 
V ollwiler, 

Jowen, 


treasurer. 


Howard Joins Underwood 
John H. Howard 


was named direct 
Under 


Zaeng 


if research and engineering for 
wood Corp., according to W. G. 


lein, executive 


| resident. Mr. 


Thomas J. Watson Jr. (left) received con- 
gratulations from his father, Thomas J. Watson 
Sr., after being elected chief executive officer 
of International Business Machines Corp, Mr. 
Watson Sr. continues as chairman of the board. 


Howard, whose headquarters will be 
the Underwood General Research Labora 
tory in Hartford, 
company’s development activities in 
3urlington, N. J., and Long 


Conn., will also. direct 


Bridgeport, 


STRASSE 49 


For More Information Circle No. 299 


Tue Orrice—June, 1956 


175 





Island City, N. Y. He will have complete 
responsib | ty for research an levelop 
ment of typewriters and othe f soma 
chines as well as Dataflo data processing 
equipment and Elecom electronic com 
puters. Before joining Underwood, Mr. 
Howard was manager of engineering 


services for Burroughs Coip. 


Clary Sales Winners 

Thirteen winners of Clary Corpora 
tion’s annual Producers Club awards for 
the 


highest sales records of the past 


da week’s all-expense 
tion in sverly Hills and Palm Springs. 
Hugh L. ary, president, presented the 
salesmen with the 1956 honor 


Frank Hollowell, Washington, 


the ist of Winners, 


3-M Appointments 


Milton E. Smith was promoted to pro 


duction manager of the duplicating prod 


MODERN WOOD BLOCK i323. 30.). hn uci tans 


responsible for pro 


re | aettion ot Th no-Fax “copying 


equipment, paper 

Arthur G. Janssen was appointed su 
Wood Block is chemically pervisor of the marketing and sales de 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! division, 


partment of the con pany ’s new products 


Ink dries instantly on paper 
yet never dries in the pad! 


Outlives 
Two 
Ordinary 
Stamp 
Pads 


Pad surface is always flatand 
firm does not collect lint! 


Ink cannot gush up between 
the type causing a blurred 
impression! 

Impressions are always 
strong, clear, brilliant and 
waterproof! 

Ink penetrates pad quickly, 
will not stand on surface as 
with ordinary pad! 


Clear-Print Ink and Pad are 
never affected by moisture or 
humidity! 


rrRee SAMPLES] gladly sent to interested Dealers! 


L. A. PHILLIPS, President 


Theodore Wens (left) received the Ralph C. 

Coxhead Salesman of the Year Award from 

Jack J. Oppasser, vice president in charge 
of sales. 


PROCESS / CO. 192 mui st.. rocnester 14, NY 


For More Information Circle No. 304 
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you can GUT COSTS 
SAVE SPACE wit 


ready-reference 
4, ¥ \ \ 
TRANSFER FILES 


the top quality corrugated 
fibreboard file with exclusive 
ALL-STEEL FRAMEWORK! 5 Sizes 


Clip this ad to your business 
letterhead for complete 
facts and FREE “HOW, TO”’ 
storage practices booklet. 


BANKERS BOX CO. 


Dept. 0-6 


720 S. Dearborn St., Chicago 5, Illinois 





The new 
| DUX 
“COMBI” 

is a 
oreat 
time 
saver 


A 
The original combination Tape Dispenser and Pre 
cision Pencil Sharpener. Belongs on every desk, and 
in every home, Sharpens standard and jumbo pencils 
and crayons with replaceable razor-sharp blades. 
Base holds up to %” tape for quick, easy use 
Other fast-selling models for office or home. Ask 
your stationer or write to 


FRED BAUMGARTEN, Dept. Z-6 
Station F, Atlanta, Ga. 





For More Information Circle No. 291 


REBUILT & SELECT 
ROUGH OFFICE 
MACHINES 


Hundreds of 
machines available— 
always fairly priced 


WRITE FOR SPECIAL 
PRICE LIST 


Cable address 


= 


ADDBOOKAL Ses 


oe 
TYPEWRITERS 


INTERNATIONAL 
OFFICE APPLIANCES, INC. 


326 Broadway, New York 7, N. Y. 
HAnover 2-6700 


For More Information Circle No. 292 
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The only guide that stays firmly in place on ace 
fate cover sheets in your sales 
etc -yet can be moved quick 
want to change the indexing 
sonnel to find instead of fumble 


manuals, catalogs, 
y and easily if you 
Enables sales per- 


Hundreds of other office uses to save time, im 
prove filing. Available in 1” or 2” widths 
packed 25 to box with labels in strips for easy 
typing. Also alphabetic labels to 200 subdivisions 





| 0)'0 )) 
a pe—Attaching quide| 
See your office supply dealer or write 


y 
Inserting label 








CHARLES C. SMITH, INC. 


EXETER, NEBRASKA 
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VERTICAL 


FILES 


SAVES & PROTECTS 
your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have ‘‘filed’’ in messy piles, on hooks, etc. You're 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 
eo yeor! Stencils, negatives and masters hang free 
from pressure protected against damage 


easy to file and find y-FILE CLIPS 


SAVE 
SPACE 


against 


EAS 


There’s a MIM-E-O 
model to save and 
protect all types and 


sizes—capacities from 
150 to 1400. EASY-FIND INDEX 


Write today for FREE Illustrated Brochure! 
MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. @ Chicago .22, Ill. 


300 Distributors . .%. coast-to-coast . . . to help 
you solve your stencil or offset filing problem 


For More Information Circle No. 259 


178 





Greatest NOMDA Exhibit 


assot iat on’s I 

any exhibitors as thers 
will be at ‘Ist Annual Internationa! 
Convention & Trade Exhibit of National 
Office Machine Dealers Assn. at the 
Shamrock Hilton Hotel, July 
8-11. Many manufacturers who were dis- 
appointed at 


story 


Houston, 


Denver when space was 
Houston. Non- 
welcome. The an 
nual convention and exhibit will be fea 


1 the July issue of THE OFFICE. 


exhausted found room at 
member deak rs will be 


A-M Acquires Buckeye 
J. B. Ward, president, Addr 


Multigraph Corp., announced acquisition 
, Ribbon Carbon Co. Buck 


ssograph 


ckeye 
its corporate identity and 
a wholly-owned subsidiary 
; Addre graph-Multigraph. 

‘ith the exception 
Frank M. Pollock, 


active parti pation in 


Bi ickeye ’s presi 


dent, ey will retire 
company 


ntinne under its 


Photocopy Licensees 
Three manufacture 0 pl op) 
chines have een added to the list 
censees uni opy patent held 
Hallen 
announced. The 
Craft, Inc., New 
a wholly-owned 


ro-Gerate A. 


Copease harles E. 


borg, Copease 
new licenses 


York, N. ¥.: 





GENUINE ENGRAVED 


VelfsarlsAds 


i see ga tUSINESS CARDS 
500 $l1 e 1000. $15 ALNa ta 
COVERS 


FoR 
$30 100 J 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 








Pci oun LETTERWEAD TO THIS M. 
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Friden Adder Sales Manager 


95 LANSDALE 
PRODUCTS 
CORP 
Box 568 
FASTENER ee 
Lansdale 


FASTENS ALL TYPES OF Penna 
PAPERS SECURELY AND NEATLY 
One Outlay—WNo Clips to Buy! 


USE "'TENDERFOOT" 
the new Type Silencer $1.20 dz 


Keep Typewriter Type '"ALWAYS'"' clean 
Use ""Dee-R-Tee'' dry tool $1.10, for Royal $1.20 








For More Information Circle No. 245 
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M-8200 
with the 
luxury lorge seat 


creates 


a great clerical posture chair 


Write for the complete profit details covering the 
METAL-LUX Model M-8200 Clerical Posture Chair 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Campbell Ave., Chicago 12, Illinois 





Hanna Addresses Conference 


Norman L. Han 
na, general sales 


SECURITY BRAND caer € Philiy 
lanage 0 niiip 


Complete Line of . 
DELUXE ALL LEATHER Hano Co., Holyoke 
or CANVAS & LEATHER Mass., was principal 


Mail Bags For Your speaker at the An 
Select Chentele 


wett 108 Cacuae nua Conterence of 


Printing Counsel 
ors’ Guild May 10 
is Mr. Hanna, 
lel know! for 

— —$_$_____——_— knowledge Norman L, Hanna 

the torms and ystems field, discusses 

ee ee ISM i. iucinecs Forms Specilst and To 

d ’s Market.’’ The meeting in Atlantie 

vas | by exeeutives of about 

and svstems en 

@ the eastern sea 

est. Mr. Hanna’s 

arch on varied problems confronting 

RUBBER BANDS » office procedures industry has been 

augmented in the recent past through his 

XD mee in directing the Hano sales 

re) 4 YOUR STATIONER organization and branch oftices in New 

‘ork, Newark, New Haven, Hartford, 

dence, Worcester and Boston. For 

“ars he has supervised the Hano 


_For More Information Circle No. 296 


Folds 
120 letters 
a minute! < 





PORTABLE 
FULLY GUARANTEED 


Fold. -matic 
DESK MODEL FOLDING MACHINE 


WRITE FOR COMPLETE CATALOG © 
DUPLICATING EQUIPMENT 4ND suPrcies 


PRINT-O-MATIC CO..INC. Chicago, Iilinois 


___For More Information Circie No. 297 








MANUFACTURERS OF DURALUMINUM 


we, MHOLDERS wot 


The technique of spirit duplicating was ex- 
plained to Fahey Flynn, WBBM-TV (CBS) news 
commentator, by Kenneth M. Henderson, 
mG. CO., Inc. president of Ditto, Inc., and Ruby Woods, 


P. O. BOX 243 machine operator, during a half-hour salute 


WINTHROP. MAINE to the office equipment industry in the Chi- 
’ . . 


cago area on ‘This Is the Midwest”. 
For More Information Circle No. 298 
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Marchant Research Executive 


William L. Martin, for the past ten 


ionths director of engineering of Mat 

chant Research, Inc., has been made vice 
j president, it was announced by Walter 
j ; 


Kassebohm, president. Mr. Martin was 
ippointed to the post by the board of 
lirectors following the annual meeting 
of the company, a subsidiary of Mar 
chant Calculators, Ine. All other officers 
yere re appo nted. 


Microfilm Duplicating Service 
Establishment of 61 microfilm duplicat 


ing processit gy centers was announced by 
W. A. Boeteker, manager, microfilm sales 





for Ozalid Div., General Aniline & Film A first annual national recognition award of 
Corp. The processing centers reduce the the Chamber of Commerce of the United 
cost of microfilm duplication for custom States, presented to Pitney-Bowes, Inc., by 
ers. Microfilm users may purchase o¢ Boyd Campbell (left), National Chamber pres- 
: ident, is accepted by Frederick Bowes Jr., 
Pitney-Bowes vice president. One of five busi- 
ness firms to win first place trophies, Pitney- 
Bowes was judged outstanding in fostering 
economic understanding among employees. 


casional duplication services with no 
capital investment for machinery, main 
tenance, labor or film supply. Both 16mm. 
and 35mm. duplication processing are 









READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 
sreresver? ALWAYS AT SEE LEVEL ::---» 
° The Read- A-File Cabinet is a protective file that keeps stencils 
$ and plates wrinkle-free. It permits full-length inspection and 
. —_— access to any one of up to 400 stencils or 200 plates. 
4 he hanger unit, with 50 clips, rides on ball bearings. Each 
e clip is on its own rod and can be removed without disturbing 
& the others. It's new and different. 
ae DEALER INQUIRIES INVITED. 
- 
: METAL SPECIALTIES, Incorporated 
ere 3547 Massachusetts Ave., Indianapolis 18, Ind. eeccce 








For More Information Circle No. 219 


SS. DEALERS: Liberal Discounts — Delivery you can depend 


on All forms carry YOUR imprint. No inventory, equipment, 
shipping or warehouse costs. Write TODAY to New 
= Dealer, Dept. 1, 1600 E. 26th St., Little Rock, Arkansas 


—~ ONE- TIME Carbon Forms 


Increase Efficiency, Reduce Costs 
Sold through our Dealers only. . 


INTERNATIONAL BUSINESS FORMS 











FORMERLY "ARK- N- SETS INC. 
E d T T EET . f K ARKANSAS 


For More Information Circle No. 220 
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> temporary @ 
secretarial, @ 

m and direet mail. 
executive 


‘tal of § 
£ 


Carbon paper boxes of Mittag & Volger, Inc, Royal Long Island Branch 
received a first award from the National : Ese 
Paper Box Manufacturers Assn. at their an- >was , 
nual convention in San Francisco last month. 


Iman, formerlv Roval 
Roval Type 
' ‘st branch 
available. Customer i obtain full in- entlv establ d ! empstead, L 
formation t the ice from land. . The branch covers 
Ozalid branch a1 distributor ] a Hort and xpanding territory 
Trained demonstration personnel are on romises to becon a nrominent 


hand to show the products and their uses. 


78 Offices for Manpower, Inc. 


Manpower, Inc., whose home office 
Milwaukee, inced the addition of 


h+ +} 
il OUllICes. 


IF OFFICE GIRLS 
HAD EIGHT ARMS 


They'd Be As Fast 
and Versatile 


AS THE NEW 


ONLY 


$4.50 


AT YOUR FAVORITE 
STATIONERY STORE 
Fast and versatile, the new Armfile® Sort-All 
lets you sort anything for Filing—Posting—Mailing 
ai —Distributing, etc. Sorts alphabetically from A-Z—by 
Month, Day or Date or any combination. Numerically by 5's or 


100's and singles. Sturdy pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS" — SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 


1637 DUANE BOULEVARD KANKAKEE, ILLINOIS 
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NOWHERE ELSE 
IN THE WORLD... 


could this year’s gigantic National Business 
Show be housed adequately but in the 
New York Coliseum—the world’s largest and 
newest and finest exhibition hall. Don’t miss 


this preview of business in the electronic age 


NATIONAL BUSINESS SHOW 
New York Coliseum —Columbus Circle, New York 
October 15 thru 19, 1956 
RUDOLPH LANG, Managing Director 


33 West 42nd Street, New York 36, N. Y.* PEnnsylvania 6-6760 3am 


For More Information Circle No. 241 





@ SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


"*BUEROMARKT'' (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
‘DAS RATIONELLE BUERO' (The Rational 
Office) monthly, printed in German.. $9.50 


d only $13.00 


combine 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC SERVICE AGENCY 
136 Liberty St. New York 6, N. Y. 
Tel: BArclay 7-9550 


VERLAG PETER BASTEN, Aachen, Germany 











For More Information Circle No. 242 
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A LIGHT TOUCH 


makes 


NEAT ERASURES 


with a 
RUSH- 


~ fF YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield~the Rush 
Eraser is less than one char- 
acter thick. In beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 
Order from your dealer or 
send 50¢ and dealer’s name, 
THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 








More Information Circle No. 243 


e FOR QUICK 
SALES 

e FOR BIG 
PROFITS 


AY] \\ f unver-counrer 
| ALVALCASH DRAWERS 
4 MODELS MEET 

ALL NEEDS 


Model R-1 (illus.) 
Has removable 
metal money 
tray with lock- 
on lid. 
List $44.50 

3 additional 

229.50 
and up. 
NO STOCK TO CARRY. 24 HOUR SHIPMENTS. 
FULL DEALER DISCOUNT. NO COMPARABLE 
PRODUCT AVAILABLE. 
A high quality product of Indiana hardwoods — 
smooth finish inside and out. Quiet roller mechanism 
— warning gong rings when drawer opens. High- 
grade disc tumbler lock. 

Write for Details 


INDIANA CASH DRAWER CO. 
P.O. Box 236-B ® Shelbyville, Ind. 


For More Information Circle No. 244 
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NOW! 
RUBBER HANDLE 
NCe>:«~=C PAPERS 
messy FASTER 


SPONGES! = with amazing 


SORTKWIK 


Greaseless . . . Stainless . . . Convenient 
Creates tacky film on fingers ...makes 
paper handling easier, faster, cleaner. 
Atyour stationer or send $1.00 for TRIAL 
OFFER of two full size containers . 


TODAY! —§_=— ys Controlled Front Feed Stop 
~~ Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $2.00 to $2.45 


LEE PRODUCTS CO. Ask Your Visible Systems Su Supplier 
2736 LYNDALE AVE. SO., MINNEAPOLIS 8, MINN. or write to PALSON MFG 


280 Main St., Worcester 8, a. 
For More Information Circle No. 263 


TYPEWRITERS 
— se Onan 


= REGALRITE BRAND 
RITE-LINE copynouper | RIBBONS AND CARBONS 





& 
e SAVES EYESTRAIN e TAKES COPY UP TO 20" THE UTMOST IN QUALITY 
© PROMOTES ACCURACY «HOLDS NOTEBOOK 


a a a THE LOWEST IN PRICES 
«LINE MAGNIFIER EXTRA im Proven—Best by <a for Less 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION REGAL TYPEWRITER COMPANY, INC. 


4209 39th St, N. W., Washington 16, D. C 200 HUDSON ST., NEW YORK 13, N. Y. 
For More Information Circle No. 262 For More Information Circle No. 264 
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Index to THE OFFICE, Volume 43 
January through June, 1956 


Accounting, A Low Cost System of Industrial, Fred C. Ward 

Accounting Operations, Machines and Men in, John H. Zebley Jr. 

Accounts Payable System, Rack Jobber's, Jules Levin 

Assistant, 12 Ways to Develop Your, B. W. Elsom 

Automation and Leadership, Banks Give Attention to, Fred F. Florence 

Automation in an Office, The Effects of 

Automation or You'll No Longer Compete, Be Ready for, J. C. Hodges 

Automation Research at Minneapolis-Honeywell, Alfred M. Wilson 

Baseball Ticket Sales, Figuring 

Billing System Needs No Daily Posting, Utility’, A. H. Geis/er 

Blues: Its Cause and Its Cure, White Collar, Timothy W. Costello 

Bosses Are Better Liked, Office, Donald A. Laird 

Britain Enjoys a Period of Greatest Development, Harry Ward .. 

British Workers Are Doing Office Work, 10% of, Lord Lyle of Westbourne 

Business Doesn't Lag in a Presidential Election Year, Paul J. Vial/ 

Ceilings Are Integrated, Now 

Change, the More They Are the Same, The More Things, Frieda Kraines 

Coding for Automatic Machine Processing, A Universal System of Address, 
Daniel L. Grant 

Collator Pays for Itself on First Job, James E. Williams 

Communication, Wrong Attitudes Block Employee 

Coordination: The Key to Effective Administration, Herman Limberg 

Copying Equipment Allows Issuing Company Telephone Directory More Often, 

Helen E. Jennings 

Cost Planning and Control Is Big Managment Problem, Charles R. Israel 

Costs, How to Reduce Your Clerical, Fred E. Shelton Jr. 

Criticism and Profit by It, Learn to Take, B. W. Elsom 

Dictation Through Regular PBX Extension Telephones, Joan H. Coyne 

Duplicating Function in a Large Office, The, Warren |. Fillmore 

Duplicator Saves $12,000 a Year in Order-Writing System . 

Educational Program Helps Banks Fight Fraud, Full, Robert F. Goodwin . 

Electronic Computers for the Smaller Office, Eugene J. Benge ... 

Electronic Office, Qualifications for Supervision of an, Dr. John W. Carr III 

Electronics Is Rough but Rewarding, Preparing for, Emerson F. Cooley 

Electronics, Use Present Machines to Compete With, Pau/ Kircher ...... en 

Employee Relations, Right or Wrong in Feb., 90; Mar., 143; Apr., 109; May, 115; 

Employees Only Seem to Be Stupid, New, 8. W. Elsom .. es ai 

Equipment, Best ‘Buys’ in Office ..... 2s 

Equipment Compels Review of Present Procedures, New, Kenneth P. Morse 

Filing, Finding Is More Important Than . 

Floors, How to Wax 

Form, When to Discard an Obsolete, Edmond W. McNamara 

Forms Control for Decentralized Offices, Decentralized, Ray Marien 

Healthy To Be an Executive, It's Not, Sidney Feldman 

Idea's No Good—We Tried It!, That, B. W. Elsom .... 

Index, The Alphabetical Name, Peter J. Doyle . 

Internal Auditing Viewed in Its Proper Perspective, Frank W. Lennon 

Inventory System, Manufacturers Could Provide a Universal, L. E. Griffith 

Lighting, Office Building Designed for High Voltage, High penne 

Linen Services Designed for Offices ... 

Machine Accountants’ Annual Convention ... 

Management: Take Nothing for Granted, Resolution for, Robert N. Wallis 
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Methods Improvement, Best Areas for 

Microfilm Widens Its Applications, Unit Filing of, R. W. Batchelder 
Music Accomplish in Offices?, What Does Functional Background 
Nepotism in Business?, How Dangerous Is 

NMAA ‘Members to Become Electronic Accountants, Robert O. Cross 
NOFA Convention and Exhibit in St. Louis, March 3-5 

NOMA Conference in Philadelphia, May 20-24, 37th Annual 
OMAC's Annual Seminar and Business Show, Feb. 13-15, in Chicago 
Overtime Wages, What Smaller Offices Should Know About, Robley D. Stevens 
Paper Chase, The, Les/ie H. Matthies 

Paperwork's Objective Is to Produce and Sell Products, W. A. McClintic 
Photocopier Saves Sargent & Co Over $15,000 a Year 

Piecework Production, Controlling, Felix Bardach 

Pilot Does Most of His Work at His Desk, Test, Gladwin Hil/ 

Politics, Office, Pau/ J. Latzer 

Procedure Writing, Playscript, Les/ie H. Matthies 

"Psychoanalyze" Your Boss, You Too Can, Dorothy Gray Smith 
Punched Cards in the Office, Save Money by Printing, Arthur W. Clark 
Purchase Orders, Argus Cameras Saves $10 Each on Local, Seymour Rosenberg 
Railroad Accounting is a Highly Specialized Job, R. E. DeNeefe 
Schools Attract Smarter Students, Business Can Help, Russe// J. Hos/er 
Schools Now Require from Business, What the, EF. C. McGill 

Seeing Problems, On-the-Job Analysis Solves, Marsha// Hayes 
Sentences, Use Shorter, Leslie H. Matthies 

Small Businessmen, Too, Need Office Machines, A. B. Carruthers 
Southern California Business Show, April 24-27 in Los Angeles 
Space Is Underestimated, Future Office 

Specification Development in Smaller Civil Agencies, John G. Krieg 
Speed Can Be Expensive!, Leslie H. Matthies 

Stock Transfer Job, 20 Million Items Processed in Big 

Supplies for Centralized Purchasing, Standardize, A. W. Soe!! 
Systems Man Must Become More of a Generalist, Edmund D. Dwyer 
Systems Standards and a Body of Knowledge, Need for, Bruce L. Smyth 
Tabulating Society Serves Its Members, How, Harold Cattanea 
Timecard Control System Keeps Work on Schedule, Russe// G. Harsch 
Trainee Allowances for Clerical Time Standards, Emanue/ Kess/er 
Training Programs Don't Train Executives, Formal, Frank L. Rowland 
TV in Main Office Transmits Records to Branch Office 

Wolf, Trapping the Office, Ernest W. Fair 

Women in Today's Offices, Of Arms and the, Cassandra D. Waterman 
Women on the Job, More 

Work Distribution, How to Apply, William C. Nickell 

Work Measurement, How Small Offices Can Use Clerical, Martin Smith 
Work Measurement Programs fail, Why, Edmond W. McNamara 


Index to New Products, 
January through June, 1956 


ACCOUNTING MACHINES 


National Cash Register Co Jan., | Fremaco International, In Jan., 
Underwood Corp. e 1! Regna Cash Registers, Inc Mar., 
Resulta Adding Machine Co Feb 


ADDRESSING EQUIPMENT, SUPPLIES 
Addressograph-Multigraph Corp Mar., 
ADDING MACHINES Burroughs Corp June, 


Dashew Business Machines, Inc Jan., 
Felt & Tarrant Mfg. Co , Eureka Specialty Printing Co Feb., 


ACOUSTICAL TILE 
Armstrong Cork Co 
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Master Addresser Co 

Multistamp Co 

Sten-C-Labl 

Weber Marking Systems Mar., 


AIR CONDITIONING (HEATING 
AND VENTILATING) 

Airtemp Div., Chrysler Corp., 

Architectural Products Div., 
Burgess-Manning Co. 

Budlew Products Co 

Carrier Corp 

Diehl Mfg. Co 

Michael Electric Co 

Radex Corp 

Spitzka Mfg. Corp 


United States Air Conditioning Corp 


Worthington Corp. 


ALARM SYSTEMS 
Research Products, Inc 


ASH TRAYS 


RayMar 
Smo-King Products Feb 
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AUTOMATIC PROCESSING EQUIPMENT 


Addressograph-Multigraph 
American Tel. & Tel, Co 
Burroughs Corp 
Electronics Corp. of America 
Commercial Controls Corp. 

Mar., 160; Apr 
Cycle Equipment Co : 
Dashew Business Machines, Inc. Mar., 
Datamatic Corp 
Dresser Products, Inc. 
Fischer & Porter Co 
Monarch Metal Products, Inc, 
Moore Business Forms, Inc. 
Remington Rand Div. Jan., 161; Feb., 
Telequipment Corp. of America 
Underwood Corp. Jan., 165 


BINDERS 
Elbe File & Binder Co 


BOOKSTAND 
Tiffany Stand Co 


BUSINESS CARDS 
R. O. H. Hill, Inc 


CALCULATORS 


Burroughs Corp 
Victor Adding Machine Co 


CASH DRAWERS 
Indiana Cash Drawer Co. 


CASH REGISTERS 
Regna Cash Registers, Inc 


CASTERS, GLIDES 
Adjustable Caster Co. 


CHAIRS 

B. L. Marble Chair Co 
Milwaukee Metal Furniture Co. 
Precision Mfg. Co. ...... 
Taylor Chair Co. 

Wells Chair Corp. .... 


1956 


June, 


THE OFrice 


Mar., | 
Feb., 


June 


Apr., 


, 154; May, 
Feb., 
16l; Apr., 
: Apr.,; 
Apr., 
Feb., 
May, 
Mar., 
127; June, 


Apr. 


May, 173, 


Jan 


Jan., 


COFFEE, FOOD VENDERS 
Coffee-ette of America, Inc 
H. J. Heinz Co 
Interstate-United Coffee Corp 
Vendo Co 


COIN CHANGER 


Metal Products Engineering Inc., 


COIN SORTER 
J. B. Carroll Co 


COLLATORS 
Associated Industrial Designers 
Collamatic Corp. Jan., 168; Mar., 
Graphic Arts Development Co. 
Johnson Research Corp 
Thomas Collators, Inc. 

Feb., 133; Apr 


CONTROL BOARDS 
Methods Research Corp. 


CONVEYOR SYSTEMS 
Lamson Corp 


COPYHOLDERS 


Edanbob Mfa. Co. 
Pres-To-Line Corp. of America 
Speed-Spacer Co 


COPYING MACHINES, SUPPLIES 
(Also see Photocopying Equipment) 

Haloid Co. 

C. F. Pease Co. . 

Technifax Corp. 


DESK ACCESSORIES 
Columbian Art Works, Inc 
Gra-Flex Signs, Inc. 

D. C. Hey Co. .... 

Keith Clark Inc. . 
Lindenware Co. 

Mayer Mfg. Corp. 

Bert M. Morris Co. 
Sainberg & Co. 

Wama Co 


DICTATING EQUIPMENT 


American Dictating Machine Co 

Comptometer Dictation Div., Felt & 
Tarrant Mfg. Co 

Dictaphone Corp 

Thomas A. Edison, Inc 

Federal Telephone & Radio Co. 

SoundScriber Corp. 


DRAFTING EQUIPMENT 


Arnot-Jamestown Div., 

Aetna Steel Products Corp. 
Emmert Mfg. Co. 
Handee-Dandee Products, Inc. . 
Stacor Equipment Co. 

Universal ene | Machine on. 
Walpole ue cace 


DUPLICATING ACCESSORIES, SUPPLIES 


(Also see Offset Accessories) 
American Stencil Mfg. Co. 
Bohn Duplicator Corp 
Columbia Ribbon & Sadan Mfg. Co. 
A. B. Dick Co, .. Jan., 170; Mar., 
Flash Box Opener eae aie 


May 
Jan., 
June, 
May, 
Mar., 
Jan., 


Apr., 
Jan., 
Mar., 
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Milo Harding Co 
Krayer Mfg. Co. 
Landon Laboratories 
Michael Lith, Inc 
Pryor Steel Stamps 
Scott Paper Co. 
Sten-C-Labl, Inc 
West Disinfecting Co 
X-acto, Inc. 


DUPLICATORS, OFFSET 
Addressograph-Multigraph Corp. 
Davidson Corp 

A. B. Dick Co 


DUPLICATORS, SPIRIT 
Ditto, Inc 

Du Prints, Inc 
Rex-O-Graph, Inc 


DUPLICATORS, STENCIL 
Milo Harding Co 


ELECTRONIC EQUIPMENT 
(See Automatic Processing Equipment) 


ELEVATORS 


Elevator Service Co 


EMPLOYEE BOOKLETS 
Kirkley Press 


ENVELOPES, CONTINUOUS 


Curtis 1000, Inc. 
Newark Printing Co 


FABRICS 
Cheney-Greeff & Co 


FILES 


Acco Products, Inc 
Agepa, Ltd. 

Columbia 

Diebold, Inc 

Dolin Meta! Products, Inc 
Estey Metal Products, Inc 
Ferris Business Equipment, Inc 
Jayem Sales Corp 
LeFebure Corp 

Momar Industries 

Oxford Filing Supply Co 
Reed Mfg. Co. 
Remington Rand Div 
Sedgwick Equipment Corp 
Vue-Fax Corp 


FILING SUPPLIES 


Acco Products, Inc 

Aico Indexes 

Amberg File & Index Co 
C. L. Barkley & Co. 
Cel-U-Dex Corp 
Columbia 

Labelon Tape Co 
Neenah Paper Co 
Office Products Inc 
Smead Mfg. Co. 
Southern Folder & Index Co. 
U-File-M Binder Co. 


FLOOR MAINTENANCE 


Hild Floor Machine Co 
Walter G. Legge Co 
U. S. Sanitary Soe ecialties Corp 
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FLOOR MATS 
Maso Steel Products 


FOLDING MACHINE 
Martin-Yale, Inc 


FORMS 

American Lithofold Corp 

Baltimore Business Forms Co 

Carteret Printing Co. 

Hautau & Otto 

G. W. Herndon Co. 

Moore Business Forms, Inc 

National Blank Book Co. Jan., l6l; 


FURNITURE 

Arnot-Jamestown Div., Aetna Steel 
Products Corp 

Art Metal Construction Co 

Barricks Mfg. Co 

Hamilton Mfg. Co 

Mzine Mfg. Co 

Precision Mfg. Co. 

Taylor Chair Co 

Textileather, Div. General Tire & 
Rubber Co 

Yawman & Erbe Mfg. Co 


HANDTRUCKS 


L-S Heating & Engineering Co 
Valley Craft Products, Inc 


INSURANCE 
Mutual Life Insurance Co. of N. Y 


INTERCOM SYSTEMS 


Automatic Electric Sales Corp 
David Bogen Co. 

Federal Telephone & Radio Co 
Kellogg Switchboard & Supply Co. 


LADDERS 
Milston Corp 


LAYOUT EQUIPMENT 


M & M Industries 
Repro-Templets, Inc 


LECTERNS 
Smith System Mfg. Co 


LETTER OPENER 
Standard Stationery Supply Co 


LIGHTING 

General Electric Co., 

Luxo Lamp Co 

Swing-O-Lite, Inc. 

Sylvania Electric Products, Inc 


MACHINE STANDS 
Hardware Engineering Co 
Meilink Steel Safe Co 
Stolper Steel Products Corp 


MAILROOM EQUIPMENT 

Bernay Products Co. 

Chesley Industries, Inc 

Cummington Corp. 

Dennison Mfg. Co 

General Stationers Supply Co : 
Pitney Bowes, Inc. .. Jan., 204, 209; , 158 
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MASSAGE CUSHION 
Niagara Mfg. & Distributing Corp. 


MICROFILM EQUIPMENT 
Filmsort Div., Dexter Folder Co 
Hanimex (U.S.A.) Inc. 

Radio Corp. of America 


MUSIC SYSTEMS 


Comax, Inc. 


NUMBERING MACHINES 


American Numbering Machine Co 
Jan., 

Bates Mfg. Co. . 

Reiner Numbering Machine Co, 

Weber & Son .. 


OFFSET ACCESSORIES, SUPPLIES 

Allied Litho Supply Co. 

Colitho Div., Columbia-Ribbon & Carbon 
Mfg. Co. ee ae 

Copy-Craft, Inc. 


Davidson Corp. Apr., 160: May, 167; 


A. B. Dick Co. 

Eastern Corp 

Eastman Kodak Co. 

Filmotype 

M. P. Goodkin Co 

Halber Corp. 

Holland Inks 

Mead Papers, Inc. . 
Mergenthaler Li notype Co. 
NuArc Co. 

Offset Rubber Products cobs 
Robertson Photo-Mechanix .... 
Rochester Ribbon & Carbon Co, 
Varigraph Co. 


PAINT 
Luminall Paints 


PAPER INCINERATOR 
Outdoor Oven Fireplace Co. 


PAPER DRILL CHUCK 
Pioneer Toledo Corp., 


PAPER STOCK 

Ditto, Inc. 

Gilbert Paper Co. 
Guaranty Paper Corp. 


Mead Papers, Inc. a 156; Apr., 132: 


Neenah Paper Co. 
Strathmore Paper Co. 


PARLIAMENTARY PROCEDURE 
Pan-L-View 


PARTITIONS 


Irwin Casper, Inc. 

L. A. Darling Co. 

Marnay Sales & Mfg. Co. 
Martin-Parry Corp. 

Mills Co. 

Move-A-Wal! Steel Corp. 
New Castle Products, Inc. 
Schieber Sales Co, 


PAYROLL EQUIPMENT 

Ayres Corp 

De!bridge Calculating ee 
McBee Co 

Remington Rand Div. 
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PEAKLOAD SERVICE 
Statistical Tabulating Co Feb., 


PERFORATORS 
American Bank Equipment Co. May, 


PHOTOCOPYING EQUIPMENT, SUPPLIES 
(Also see Copying Machines) 
Copycat Corp. 
Copy-Craft, Inc. 
Duophoto Corp 
Eastman Kodak Co. 
Peerless Photo Products, Inc. 
Feb., 109: Mar., 192; 
Photorapid of America, Inc, 
Remington Rand Div 
Hermann Wolf GmbH 


PLUMBING PIPE CLEANER 
Miller Sewer Rod Co 


PRICE TICKET PRINTER 
Victor Adding Machine Co 


PROOFPRESS 
Challenge Machinery Co. 


ROLL CUTTING MACHINE 
Oscar |, Judelshon, Inc. 


SAFES 

R. C. Allen Business Machines 
Diebold, Inc. 

Meilink Steel Safe Co. 


Jan., 196; Feb., 140: 
Mosler Safe Co 
Schwab Safe Co. Jan., 192; Mar., 205; 


SHELVING 


Dolin Metal Products, Inc, 
Estey Metal Products, Inc 


SORTERS 


Amberg File & Index Co 
Associated Industrial Designers 
Kehihaas Co. 


STAPLERS 
Bates Mfg. Co May, 


STAPLERS, ELECTRIC 
Bostitch, Inc. Jan., 
Staplex Co. Jan., 


STATIONERY ITEMS 
All-Rite Pen, Inc, June, 154 
Amberg File & Index Co 

Mar., 207; Apr., 170; May, 226 
Bathrick-Collins, Inc Mar., 199 
Fred Baumgarten June, 150 
Dennison Mfg. Co. June, 137 
Eagle Pencil Co. Jan., 16 
Evans Specialty Co May, 223 
Force Western, Inc Jan., 189 
Glue-Fast Equipment Co Jan., 182 
Gringo Mfg. Co. ; May, 214 
E. J. Hajny Mar., 190 
Charles ra ‘erbstreith Co. May, 224 
David Kahn, Inc. June, 123 
Douglas Homs Co. June, 124 
Koh-l-Noor Pencil Co. Mar., 177; Apr., 162; May, 192 
Labelon Tape Co. Apr., 138 
Lily-Tulip Cup Corp. i ; Apr., 128 
Minnesota Mining & Mfg. Co...Mar., 167; June, 132 
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Morgan Co 

Newport News Forms Co 
Pryor : 

Rak Makers 

Seneca Novelty Co 
Henry C. Stephens Ltd 


STORAGE CABINETS 
Borroughs Mfg. Co Mar., 157 


TABULATING EQUIPMENT, SUPPLIES 


American Lithofold Corp 
W.H. Brady Co. 

Edward Ochman Systems 
Punched Card Publishing Co 
Underwood Corp. ‘ 


TELEPHONE ACCESSORIES 


Fisher Research Laboratory, Inc 
New York Telephone Co 
Remler Co. 


TELEVISION SYSTEMS 


Thompson Products, Inc 


TIMER FOR MACHINES 
Engler Instrument Co 


TIME RECORDERS 
Stromberg Time Corp 


TOWELS, SOAP DISPENSERS 
Bobrick Dispensers, Inc 
Linen Supply Assn. of America 





| PAYMASTER 














PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘‘Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 

name, This improves personnel relations, 


Send for Samples and Prices Today 
OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 


¥ Washingt Bivd Chicago 7, Ilinors 


For More Information Circle No. 185 
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TYING MACHINES 


B. H. Bunn Co 
Felins Tying Machine Co 


TYPEWRITER, FORMS 
Royal Typewriter Co 


TYPEWRITER PARTS, SUPPLIES 

Ken Campbell Office Equipment Co 
Wilhelm Dreusicke & Co Jan., 210 
Lansdale Products Corp ; Feb., 146: 
|. T. Morris Co 

North Shore Nameplate, Inc 

Pearl Engraving Corp 

Rivet-O Mfg. Co 

Romaine Mfg. Co. 


TYPEWRITERS, PORTABLE 


Facit, Inc 


TYPEWRITERS, STANDARD 

Remington Rand Div., Sperry Rand Corp 
Siemag Office Machines Corp 
Smith-Corona, Inc. 

TYPEWRITER RIBBONS 

Kee-Lox Mfg. Co 

Rochester Ribbon & Carbon Co 


WATERCOOLERS 
Cordiey & Hayes 
Ebco Mfg. Co 
Sunroc Corp 





THIS INDEX SAVES YOU TIME when you 
keep your copies of THE OFFICE in these 
handy binders. Two binders hold the entire 
year’s issues with the complete index in the 
last copy (June and December) in each 
binder. Send $3 for your set of two binders 
(not sold singly) to Office Publications Co., 
232 Madison Ave., New York 16. 


For More Information Circle No. 186 
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a guide to businessmen, 


office executives and 


purchasing agents 


a @) ice. 


management - CQUIPMENT - 
ve 


VAN TON axe); 
BUSINESS 


FORMS 


How to Design and Use the 
Tremendous Number of 


Forms Constructions 
Available Today 








MANUAL OF 
BUSINESS FORMS 
$2 a copy postpaid in U.S. 
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8LOSVE 


THE ONLY OBJECTIVE WORK ON 
THE SUBJECT. For the first time, all 
the tremendous number of available 
forms constructions are described in a 
manner which allows the reader to 
select the best type for a_ particular 
business system. Time studies of forms 
processing operations are reduced to 
efficiency factor figures in easy-to-read 
charts which pinpoint the basic advan- 
tages and disadvanatges of each type of 
construction. In addition, there are 
chapters on carbon paper, tags, envel- 
opes and paper. Other chapters thor- 
oughly cover duplicated forms, checks. 
pegboard forms, autographic registers, 
stock forms, manifold books, and many 
others. The Manual includes many 
pages of informative advertising, pro- 
viding a wide range of sources for the 
reader to use in selecting forms manu- 
facturers and suppliers. 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., N. Y. 16 
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eADVERTISIERS » 





Acco Products, Inc 

Addo Machine Co 

Aico Indexes 

Allen Business Machines Inc., R. C 

Allied Litho Supply Co 

Amberg File & Index Co 

American Automatic Typewriter Co 
American Lithofold Corp 

American Numbering Machine Co 

American Stencil Mfg. Co 

Ames Supply Co 

Apsco Products, Inc 

Atlas Stencil Files Corp 

Bankers Box Co 

Basten, Peter 

Baumgarten, Fred 

Bohn Duplicator Corp 

Bonnar-Vawier, Inc 

Borroughs Mfg. Co 

Bruning Co., Charles 

Bud Type Cleaner Co 

Bunn Co., B. H 

Burroughs Corp 

Calculator Equipment Corp 

Can-Pro Corp 

Carteret Printing Co 

Cel-U-Dex Corp 

Cheshire Mailing Machines, Inc 

Chesley Industries, Inc 

Clary Corp 

Codo Mfg. Corp 

Cole Steel Equipment Co 

Collamatic Corp 

Columbia Ribbon & Carbon Mfg. Co 62, 
Commercial Controls Corp 
Copease Corp 
Copy-Craft, Inc 
Cotterman, |. D 
Coxhead Corp., Ralph C 
Credit Union National Assn 
Currier Mfg. Co 

Curtis 1000, Inc 

Davidson Corp 

Dewberry Engraving Co 
Dick Co., A. B 

Diehl, GmbH, Heinrich 
Ditto, Inc Inner Back 


Facing 34, 


Dorson Corp 
Duplicate Forms Co. 
Dupli-Typer Co 
Eastern Corp. 
Eastman Kodak Co 
Elbe File & Binder Co 
Eraser Co 
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Esleeck Mfg. Co. 

Eureka Specialty Printing Co 
E-Z Sort Systems, Ltd 

Fabbrica Addizionatrice Italiana 
Faber-Castel! Pencil Co.. A. W 
Faber Pencil Co., Eberhard 
Facit, Inc. 

Felt & Tarrant Mfg. Co 
Filmotype Corp. 

Force & Co... Wm. A 

Gates Acoustinet Co 

General Binding Corp Facing 114, 
Gilbert Paper Co. 

Graphic Systems 

Groveton Papers Co 
Hall-Welter Co 

Haloid Co. 

Heat-Timer Corp. 

Hush-A-Phone Corp 

Indiana Cash Drawer Co 
Industrial Shredder & Cutter Co 
Inserting & Mailing Machine Co 
Inter-Continental Trading Corp. 
International Business Forms, Inc 
International Cash Register & Parts Co 
Internationa] Office Appliances, Inc 
Johnston Adding Machine Co. 
Justrite Rubber Bands 

Kee Lox Mfg. Co. 

Kohihaas Co. 

Lansdale Products Corp 

Lee Products Co. 

LeFebure Corp. 

Legge Co., Walter G 

Letterex Corp. 

Litho Engineering & Research 
Magnetic Recording Industries 
Management Control Charts Co 
Manpower, Inc. 

Marchant Calculators, Inc. 
Maso Steel Products, Inc 

Mead Corp. 

Melind Co., Louis 

Mendes Corp., J. Curry 

Metal Specialties, Inc. 

Michael Lith, Inc. 

Milwaukee Metal Furniture Co 
Mim-E-O Stencil Files Co, 
Minnesota Mining & Mfg. Co 
Monroe Calculating Machine Co. 
Moore Business Forms, Inc 
Moore, Inc., P. O. 

National Blank Book Co. 
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National Business Show ....... 
National Cash Register Co. . the 


Nippo Machine Industry Co., Lt 


Norta Distributing Co. - zs = important 


Nu-Are Co. 

Office Publications Co. ; thin 

Old Town Corp. - g ected 
Olivetti Corp. of America 

Outlosk Envelope Corp. 

Ozalid Div., General Aniline & Fi'm Corp. 

Palson Mfg. Co. 

Peerless Imperial Co 

Phillips Process Co. 

Pitney-Bowes, Inc. 

Plastic Binding Corp. 

Plymouth Rubber Co. 

Port Huron Sulphite & Paper Co 

Precision Mfg. Co 

Print-O-Matic Co 

Rapid Roller Co. 

Record Files, Inc 

Regal Typewriter Co. 

Regna Cash Registers, Inc. ate - 

Remington Rand Division 5 is the positive improvement 


Resulta Adding Machine Co. you'll find in your originals 
Rex-Rotary Distributing Corp. . 

Rite-Line Corp, and copies . . . the cleaner, 
Roberts Rubber Co., Weldon sharper, always more legible 
Robertson Photo-Mechanix, Inc. 9 ; 

ee impressions these fine prod- 
Robotyper Corp 

Relt-td-Brantic Cor. 97 ucts produce for you. 

Royal Typewriter Co. 99 
Saunders Mfg. Co. 180 
Schweitzer Inc., Peter J. 171 
Shaw-Walker Co. 24 employs only the most scien- 


Smead Mfg. Co 162 tific methods . . . inspects the 
Smith, Inc., Charles C. 177 quality CONSTANTLY. 


Smith-Corona, Inc. Inner Front Cover 


Codo, you see, uses only the 
world’s finest materials ... 





Staplex Co. — @ MOREOVER — with each box of 
Stolper Steel Products Corp. 73 Codo Super-Treated Carbon Paper 
Storms Co., H. M. 57 you receive, at no extra cost, Codo’s 
Tab Products Co. 55 famous Carbon Gripper — a patented 
Thomas Collators, Inc. 95 device assuring perfect carbon copies 
Traveletter Corp. 16 every time. Order a box TODAY! 








Underwood Corp. Outer Back Cover 


Veeder-Root, Inc. 34 
Victor Adding Machine Co. 89 
Visi-Shelf File, Inc. . y al — MFG. CORP. 


Wamell Orgesiaation Factory: CORAOPOLIS, PA. 
Wausau Paper Mills Co 401 Wood Street, Pittsburgh 22, Pa. 


Webster Co., F. S. 40 E. 40th St. 564 W. Monroe St. 
Wheelock Signals, Inc. ....... . New York 16, N. Y. Chicago 6, Ill. 


Worden Co. 
For More Information Circle No. 240 
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Leasing Less Popular 


HERE IS NO tax advantage in 
leasing machinery. That is the 
opinion of W. J. 


assistant vice presi- 


persona] 
Rekstis Jr., 

dent ot C.L.T. 
this subject at the annual conven- 
National Assn. of Credit 
Men in Cineinnati last 
Ifa 


title to the equipment at the 


Corp., who spoke on 


tion of the 
month. 


lease allows the user to take 


end ot 
the rental period, even if there is 


no written ‘ansaction 


option, the 


probably will he considered a sale 


not a lease. Manufacturers and 


dealers generally treat such = ar- 


~] } 
saies ll 


installment 
Some 


rangements as 


their own records, users have 


heen able to charge the 


der 
hut Mr. Rekstis believes this is only 


rentals un- 
such contracts as an expense, 
hecause the tax department has not 
been able to review every Case. 

the 


must 


Regardless of how user ac- 

quires equipment, it return a 

profit to the manufacturer. If the 

latter sell it for cash on 
} 


an installment sales contract, he ean 


doesn t 


use a lease contract. He ean offer 
additional 


stallation, 


inducements such as in- 
maintenance service, in- 


surance, ete.. but the cost must go 


194 


profit. 
An 


who c¢an get the 


manutactl putor 


necessary finaneing 


/ 


lor a iong term lease, Can make the 


] ‘ 
anle ;: the san 


sale Terms aval 


price on an installment purchase 


plan. Present experience indicates 


that ¢] act arty f «] 
(Nat the Vast Majority ol all 


trans- 


actions are ong-term installment 


purchases. A ver\ smal] pe reentage 


of users are going through with a 


leasing arrangement. 

‘Tf a user needs a machine badly 
into a Jong-term 
said Mr. Rekstis. “he 
ing to want to keep it when the lease 


is completed. Since the new tax law 


enough to enter 


. 99 : 
LCase, IS GO- 


1954) has made ownership and de- 
preciation attractive, leasing is 
losing mue 


The paV-as-Vou depreciate plan 
takes advantag¢ ot the new depre- 


elation sehedu eS, I" rms are longer 
to pdetter maten 1 equipment s de- 


preclable life. Payments gradually 


decrease to approximate the amounts 
‘ ' 


which can be depreciated each vear. 


+ 


The most popular pavinel schedule 


‘+h parallels the deprecia- 


allowed unde Tlie 


sum- 


~ } 
mits method. It a 


iOWS Writ- 
ing off three-fourths of the depre- 
ciable cost ot a machine during the 
first half of its depreciable life. 
This 


leasing. 


‘ ‘ ] ] > 
has all the advantages ot 


The buve r charges deprecia- 
instead of rentals 


tion as expense. 


Financing costs are written off. too. 


The user owns the equipment and is 
any 


not hampered by agreement 


lessor On} bow the machine is 


LING dd. 
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With accuracy and dispatch, 
DITTO produces work orders 
at the rate of 1,000 six-part 
sets a day, enabling Fairchild 
Engine and Airplane Corpora- 
tion to maintain its rate of flow 
and meet its high production 
schedules. e In all industry, 
such routines as order-billing, 
production, payroll, and pur- 
chasing consist 90 percent of 
rewriting the same data 

on different forms. 

This represents a 

total waste of 


salaried time, a slow-up all 
along the line—year in and 
year out. With a DITTO 
One-Writing system, the 
writing job is done once—then 
duplicated mechanically and 
instantly, without error and 
with tremendous savings. 


To find out more about how DITTO 
can save you time and money, simply 
attach this ad to your letterhead 
and mail to DITTO, Incorpor- 
ated, Atten. Mr. Finley, or call 

the local DITTO office listed in 

your classified phone book. 


2244 W. HARRISON ST. 
CHICAGO 12, ILLINOIS 


For More Information Circle 





GIVE HER A NEW 
UNDERWOOD 150 


MAKES YOU BOTH 


bec ause every le tter 


your secretary types Is Crisp, clear and 


distinctive—it says nice things about 


you and your company. 


) 


i? because the 
new Underwood 150 is designed for ex- 


treme ¢ tf operation and to keep 


her na attractive | nderwood S§ CX- 


nds 


clusive halfmoon keys end the annoyance 


LOOK GOOD! 


of broken hngernails and chipped nail 


polish. 
You both look gooa 


Underwood 150’s rugged durability 


because the new 
means extra years of trouble-free service 
and satisfaction. 

May we give 


the new Underwood 150? Call vour local 


you a demonstration of 


Underwood Office, or write us direct. 


UNDERWOOD CORPORATION 


4 aS 
{05 gus 


16, N. Y. 


For More Into: mation Circle No. 311 





